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Administrative. Rules4.regarding -equal opportunity and nondiscrim-

ination: OARs 58n217045 through -049 and OAR 131-22-505;

It it the policy of ;the Mate Board of Educatialand% priority
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Title VI and Title IXCoordinator, Title IV, Civil Rights
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FOREWORD

This handbook 4s designed to help administrators-of cooperetive.wotk_
experience programs lean and-develop effective programs; Cooperative work
experience is a vital'comppnent of secondary and community college programs.

4 It allows students an opportunity to develop positive and productive work
habits=before they graduate from school; Students in work experience
pr,45rams generrally have a lower rate of absenteeism. a longer retention rate

.

with their employers, and are more.coMinitted to their jobs. Furthermore, the
knowledge students gain in thy:work experience program greatly increases
their.likelihood of finding full-time employment after graduation.

Cooperative work experience is also an ideal vehicle for developing a
beneficial relationship bet _en the schools and_other_parts_of_the
community; Since many schools are not financially able;_to duplicate the
great variety of equipment and technic4 expertise fOund_in.busindS and

industry; it makes sense to use the community as a teaching_laboratoty. In

turn, the community will be helping to train the workforce-it needs.

11
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2. The policies and practices of the student employei are acceptable to

the community,
3. The management and employees in potential training.tations are

committed to the progNm.
4. Students are not placed with employers until the coordinator

believes.theyare ready to handle the responsibiLtties of on-the-job
experiences.

5; Student_e foyers are competent in their occupations and are able
and;wi ing to train studentS. :

-,

D. RELATED INSTRUCTION _ .

1. Provision has beeirtiade for classroom Or. laboratory_(shop)___
instruction !related to;the student's occupational experiences and
career objectives. t. =*

2. The competencies- taught in School are correlated with the student's
r

on-the7job_traini4g plan.
3. ProVition is madelbt facilities and equipment appropriate to the 1

occupations_to 6.etaught.
4. career- related and job-related materials are available!
5. student$ are given-the responsibility,for their own progress in:the

prograliN
6. careet, gdidance eiVIL.ces are available and reedily accessible to the

students and parents
7. Provision is made for individualized learning utilizing a multiMedia

system;
_L

8; Provision iS made for a system of evaluation and revision of the
program. '

1

-a-
-

9; A follow-up system is implemented.
,-

10; A vocatiopet youth organ4.zation is an integral part of the

instructional program.

E. PUBLIC RELATIONS.

S
.1. The fiCt,4ty and 4dministration have been thoroughly oriented.

2i Students and3heir parents_are inforMed about the program.
3; PrQ4edures'oUthe program-have been developed cooperatively between

the.schooli. community:. labor 'groupS and employers._

4; Concern groups in the community ate kept informed through a
pubpxiti_program.-

5; A system Of regular contacts With potential employers is implemented.

6. An gpactive_advIsory committee ia_erating.
1,"

F. STORNI' EMPLOYER DEVELOPMENT

/

1,, A system-for training employers has be.in developed and is utilized.

2. EmployerS are provided With a handbook that explains the eWE process
and their role and responsibility.

I .

3
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INTRODUCTION .

The original guide for work experience was written in 1973 and revised in
`1974. Since then the emphasis has shifted from planning and setting up
programs to improVing and managing them effectively.

The WECO Board, review team members and the writer of this guide hope that it
will be useful to the work experience coordinators in Oregon high schools and
community colleges. Coordinators are encouraged to review the contents of
the guide and_ude its suggestions to improve the quality of work experience
in their schools;

PURPOSE OF GUIDE

The coordinator's responsibilities have been broken down into specific risks
and the steps for successfully completing each:

For the planners of new programs. Chapter VI provides flow charts; checklists
and examples that focus on planning and tmplementation_of work experience.
Steps are sequenced to help planners pursue a Logical development of new,-
programs.

This guide was printed in 3-hole punched format so that can be revised and
updated on a page-to-page_basis. When-laws change-and new concepts are
introduced;those pages should be replaced with updated material._ Updates_on
educational .and legal requirements can be obtained from the agendies
in: Chapter VI.

Separate chapters have been included for:
.

--A glossary_of terms and definitions
-Legal requirements
-Educational requthrients
Guidelines for Planning and Implementation
-Resources

Those chapters will serve as a resource for answering specific probleris and
as a source for improving the coordinator's professional knowledge.

This_guide shduld be_adaptable to'all work experience problems, regardless of-
setting, level or school site.

DIRECTIONS FOR USE OF GUIDE

With an understanding of the general contentsand locatIons of materials by
chapters, the guide can become a functional reference and still retain the
flexibility for adaptation into a wide variety of educational-environments.

Chapter II will be used on a regular basis. Each job sheetis categorized
under one of five areas of respon. ,Tlity: A (Administration),. B (Guidance
and Placement), C (Coordination), k (Public Relations) or E (Professional-
Development). _ he taskd are. designated by numbers under each function.; When

1



coordinators approach a_task, they can look in the table of contents4
identify its number;lil.e., -9; and locate the appropriate page in_the

guide. Each task is described on the front of thesheet with -the heti:Side

showing:operational steps for completing it. ,Forms needed fo? dOMpletiffg'd
task are found immediately following each job sheet.

The task sheets are brief and, in some cases, may not provide enough detail
to satisfy spmecoordinators; In those instances, coordinators_can_obtain
additional information from the following chapters or seek out fUrther
references from lists in Chapter VI.

Coordinators can add forms and other materials_that are more appropriate to

their local programs than those MbdelS provided in the guide.

I

CHARACTERISTICS OF A MODEL COOPERATIVE WORK EXPERIENCE PROGRAM

(A. STUDENTS

1. Students are placed in "positions " _matched to their interests and

abilities. The studentS meet reitlirementt ofapplicable labor laws.

2. A system for admitting students to the program has been developed

jointly wit, the guidance Staff, administration, participating
employers and an advisory committee.

3. A method of granting .credit and grades has been adopted.

4. Scheduling procedures haye been worked out jointly with counselors,

staff, edminittration, parents, employers and advisOry committee.

5. Studentt are placed only in work environments which are healthful
and where safety standards are adhered to.

6. Students receive pay for on-the-job trainingoin accordance with

applicable labor laws.

B. COORDINATION

1. The teacher-coordinator has coordination time allotated
(aPProximater: one-half hour per week per student in the program).

2. Each student works and learns under the dIrectioh Of the training

Sponsor duringtraining;
3. Eadh student works and learns under the 'direction of a teacher

dUring related school time in the program:
'4. A training agreement and on- the -job training plan haS been arranged

between the coordinator; student employer, the.SfUdent and parents.

5. A systemofrecordkeeiing'has been developed which intlUdet
reportingto.the administrators, counselors, faculty, participating,

-.employers and parents to keep them posted on the. program.

6. The coordinator' has a system for evaluating on-the-job experience

and performance.
7. Coordination calls are made regularly to each training station;

8. The coordinator implements a plan. for inservicing student employers.

C. TRAINING PROGRAM

1. )4 training plan to describe what each student is to learn is
,developed jointly by the coordinator, the employer and the student.

e

2
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AREA OF RESPONSIBILITY: Administration A

TASX: Organize an Advisory Committee

EXPLANATION OF TASK:

Advisory committees_ provide two-way communications between the school and the
community. _Cooperative work experience coordinators may choose to organize
their awn advisory committees or serve as ex- officio members on several

. cluster program committees; Some districts have an advisory council_tb setvg
all program areas; 'Central advisory-councils'can serve as the VehiC1655t
dealing with cooperative work experience if all clusters are appropriately

represented on the council.

The advisory committee can assist in such areas as:

communication between the school
needs assessments
program planning and curriculum
selection oCeguipment
public relations
finding training stations

No student selection
, program evaluatian

for

and community

development

students

NOTES OF CAUTION: AdvisoryoieommAtteet have no administrative or

policy-forming poWer. MinuteS of all-- 'tory committee meetings should be

kept and sent to the appropriate school adm stratOrs..-

REFERENCES:

AdVisory Committee HandbOOk7
Oregon Department of Education

FORMS NEEDED:

1. Letters of invitation to serve as
committee_members.

2; Program of work--worksheets
3; Meeting.agenda--worksheetS
4; Meeting minutesworksheets



CHECKLIST:

1. Identify the"occupational areas to be developed in the CWE program.

2. Identify potential advisory committee members from each occupational area.

3. Visit potential members to discuss the CWE program, their philosophy of
vocational education, and their willingness to serve on an advisory
committee.

4. Invite seven to nine memberswho express a willingness to serve, who have
a commitment to the CWE program and who have influence in the community.
Include a stIlent representative.

5. Analyze member selections to assure that a cross section of the community
is represented in the total committee_

b. Obtain approval of membership by the school board and admir4stration:Th-

7. Mail letters of invitation to serve on the advisory committ e.

8. Conduct an orientation meeting to explain the role, respon ibilities and
expectations for advisory committee members.

9. Select a committee chairperson.

10.Establish a pattern of meeting times, dates and_places.

11. Develop a program of work for the committee.

12. Conduct a minimum of one meeting per quarter.

13. Prepare and send agendas to all members in advance of each meeting..

14. Prepare and mail out the minutes after each meeting.

15. Provide recognition for members' contribution; i.e.,.Parent-Employer
Banquet, certificates of Appreciation.

16.Tollow through on recommendations of the committee-and report outcomes to
the committee.

EVALUATION:
Jr

The '4ffective use of advisory committees cafirabe determined by reviewing the
program of work and the minutes-of meetings.



Mr/Mrs

LETTER OF INVITATION 'It SERVE ON
A WORK EXPERIENCE ADVISORY COMMITTEE

Dear

Our school district is expanding and upgrading its cooperative work

experience program. We are well aware that a cooperative education effort

must havecontinuous`support fromnusiness and,industry_if it is to be a

successful progcaraztooperatiLvevotX experience museoffer benefits to the'..,

community as well as to the schodl. In order to implement a true cooperAtive
program we need business and industry representatives to serve in an

advisory role to the school district.

Because of your extensive experience, we Would like.to invite you to serve on

the advisory committee for coOperative.work experiente, The committee

assignment will require your attendance at a_miniMUM Of one meeting each

schoolquarter. A planned program of work will_,WdeVeloped by the committee

to assure that all members havelmeaningful_inVOlveMent with the work

experience program; .The time, dates_and place for meetings will be
determined by the committee at its first meeting.

An organizational -meeting will:be held on match 11 at pm_in the Board Room

at Biggs Community-Wllege; If you have questions about the functions or
responsfbilties of advisory committee members; please feel free to contact me.

Sincerely,



GOAL:

IP

OBJECTIVE

ADVISORYtOMMITTEE

PROGRAM' OE NOR(

ACTIVITIES/STRATEGIES MINE
RESPONSIBILITY

AGENT



Date:

Time:

'AGENDA WORKSHEET
WORK EXPERIENCE ADVISORY COMMITTEE -

Pi ace: ,

Items to be Asidered
in Meeting

Chairperson;

Secretary:

To be Presented
byts

ture of Item
Action Information

Or

al

18



Date:

Time:

Place:

JR

MI TES WORKSHEET .

WORK EXPER 'ENEE AIMS RY COMMITTEE

Members Present:

Chairperson:

Secretary:

Agenda It m Action Taken

r2



AREA OF RESPONSIBILITY: Administration

TASK: Conduct Needs Assessment Surveys 2

EXPLANATION OF TASK:
.\

Needs assessment surveys are used to establish _the/need for new programs,
modify existing programs and to justify program eXpansion- The assessment-

can be utiliZed in preprogram planning or as _:a_toql or program

maintenance or expansion. .

Surveys should request information from:

Students
parents and instructors
school.

Surveys mutt_be concise and readable; easy to answer and tally. :Coordinators.

Should carefully screen the survey items to eliminate nonrel.evant mateDials.
The SurVey must be constructed in a manner that allows a quick response and

easy-tally of results.

once collected; the data :;:lould be summarized and conclusions made for:eacl

item °on the survey; Support data is necessary to -show why -the conclusion -was

made. Graphs, charts and tables are a good-method for making visual displays
of data:

When presenting the results of assessment surveys to adminittrators_and
school board members, it is advisable'td provide Written_cOpieS of .the. report

,and then make an orai=presentation on the findirigs,_conclusions and
recommendations, using visual displays such attraffterentiet or charts to

highlight data.

REFERENCES: FORMS NEEDED:

None Student Interest Survey
Community -Survey
School InVentory Survey
Cover Letter for Survey



CHECKLIST:
-

1. Obtain administrative approval for conducting a needs assessment.

4.

2. Establish an ad hoc committee to assist with needs assessment.

3. Develop the survey and select respondeni,,;,grod-according to needs.

4": RevieW,and validate the questions with the ad hoctcommittee.0

5. Confluct the survey (mail or oral intfrview), tally resuAts and summarize
.

with a conclusiOn for each survey item. 40,

6. Develop graphs, charts and tablas of support data.

7. Reyiew and revise findings with the ad hoc committee.'

'8. Report fIAdingd to administrators and school board.

9. Make recommendations for the next step in planning and/or modifying the
work experience program.

EVALUATION:

A

_ _ - .

Acceptance andsupport'of recommendations by' administrators And/or Hoard;

21

14



STUDENT' NTEREST SURVEY

. .

Name ofStudent

Date Age

CI-Ott

Occupational tidal

Social Security No. Drivers License No.

1. I am employed resently: YES NO 4

0 CUpW0011 6

ame oeEmiployer.

ddress of Employer

'Phone Number of Employer

I am-e6nschool released time for work: YES NO

p. I and receiving school credit for work experience: YES NO
,

. .

4
,/iJI.' I want to know about receiving credit'and/or released time for work

experience: YES NO ,,
4,

...........

5. 1-am not'currently Worki4g, but I am interested i.n a work experience ..

program: YES NO
- -

6. 'I am working and feel I would benefit from additional classroom

training that would help me do a ilitterjob: YES Ncr

I- am unn-cick..4 but would like further information: YES NO

8. I do not under/fond the work experience program but would.like

information about it YES NO



\

_COMMUNITY REgGURCES INVENTORY

The Work Experience Advisory Committee of School is

attempfing,to identify community'resources---Earh-64 support theat

Worlk Experience Education programs. The purpose of this-inventory is
toilocatework,stations, facilities, speakers and/or funds td support

'these programs.

Name:- - I Phone:,

Address:

Type'or8usiness:
so

L.

1. Would you tie willing to have groups of students visit your business

or plant? YES_____ NO

2. What size groups could visit?
(Large: 20+)
(Medium: 10-20)

(Small4 2=10/'

(Individualt)

3. Would you be willdng to talk to classes about your occupation or

demonstrate your occupation in school? YES -NO:.

4. Would your firm hire students part-time from the school_? YES NO/

5. WOuld Yfm be willing to gi some on-the-job training to'studehts as

a part of their school:or YES NO

5. For Pay? YES NO__

7. What kinds of jobs are or may be available fdt' students?

Jobs: 1

2

3

Duties:1

2

8. Are there training materials, seminars or on-site trainingOpporl

tunities in your. business? YES NO
i

9. Would you be willing ,to share these with the school?

16. Does your fare earmark funds to support local school
_activities? YE9 -,NO

,

11. Would yob be willing to discuss cooperative activities' with t

advisory committee? YES - NO

YE't

education

0



f.

SCHOOL RESOURCES INVENTORY

;Litt the cluster programs__ available.
1. 10.

2. 11..

12.

4. .13.

5. 14.

6. 15.

7. 16;

17;

9. 18;

Please indicate whether or not the
to the WORK EXPERIENCE STUDENTS,

Tools in shops
Equipment -in shops or classrooms
individualized-study materialS

from above clusters
Small Group ConfOrOnce-Roomg
Guidance Area
Teacher Planning Area
Library=Career Ed Materials

Technidal Materials
Audit Visual Materials

following are available

B. Media_Resources
Career Resource Center
Vocational Guidance Kits
Career Films
Career-Filmstrips/Cassettes/Records
Videotaping Equipment
Camera
Occupational Briefs

C. Faculty Resources
Stafrwith industrial experience .

Special training in Career Education
Related.hobbles

D. Community Human Resources
Resource file system .

Field trip file system
Potential speakers ,

Potential classroorti aides

NOTE: Where a "yes" answer appears, please list available resources.

17
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Dear

0

COVER LETTER FOR SURVEY

District is in the process of surveyi, g he
community in an attempt to determine the desirability /and need
for including a Work Experience Education program in,the.school
instructional program.

Such a program would alloy' students to obtain on-the-job training.
along with related classroom instruction at schodl. In most cases
this would involve released time from school to report*to an on
the-job training station and the granting of school credit for
such.training.

Enclo1edyou will find _:our rationale for Work Experience Educa-
tion and a short questionnaire asking,forigour opinion regarding
such'a program. Please fill in the blanks and return the ques-'
tionnaire to us ia the self-addressed return envelope.'

Thank you for helping us with this phaseof our study.

=1

Sincerely,

Chairman of
Study Committee

18
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AREA OF RESPONSIBILITY:,'1Administraticin A

TASK: Identify Legal Requirements -- 3

EXPLANATIONOF TASK:

Work experience educatiOn programs must be_carried out in sonfOrmity with
union contract provisionS and federal, state_and_local laws aril regulations.
Uhereverboth stage and federal laws apply, the lawi,Atting the higher
standavl mustlipaobserved. St4te and federal labor laws are complex and Will
be covered in more detail, in Chapter IV .

The folloWing Legal requirements affect students:
Or.

work permits
age limits
minimum Wage
subminiiium Wage'
hours of Work,
insurance
child labor laws
government agency employment
hazardous occupations orders
special payroll status affecting work experience

a

See Chapter VI (Resurces) for names of public agencies that regulate the
legal requirements for work experience. Names, addresses, telephone numbers
and types Of information and services are listed for each resource agency;

)

REFERENCES:

None

FORMS NEEDED:

.None
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CHECKLIST::

Milithtain an updated file of statutes, laws and regulations affecting work

experience students.

2; Analyze new laws and statutes to determine how they will affect the

program;

3. Keep a quick reference system for interpreting laws for specific

applications in work experience program.

SEE CHAPTER IV OF THIS GUIDE FOR MORE DETAVED INFORMATION ON LEGAL
REQUIREMENTS OF YORK EXPERIENCE, AND CHAPTER VII FOR AGENCY INFORMATION.

wai



AREA OF RESPONSIBILITY: Administration A

TASK: Identify Educational Requirements

EXPLANATION OF TASK:

coopesrative Work Experience is approved if it meets the criteria established
by the Oregon Department of Education; This criteria is based on_quality
standards that exceed the Revised Minimum Standards for Oregon Schoo:-

Work experience coordinators should keep current on the state iequirementi

that affect their program- A more detailed explanation of the educational
requirements is found in Chapter V ofthis guide. A coordinator should be

concerned with:

minimum requirements_for graduation
revised mi um standards
Oregon De rtment_of EdUdatiOn evaluation and course approval criteria

criteria or reiMbursement

requirements for related instruction
vocational certification requirements

Educational requirements_ are frequently changed by revisions in policies and

statutes. Regional meetingS, conferences and seminars will help'the
coordinator learn about such changes.

An Otegon Department of Education specialist is available to provide
coordinators With technical assistance. For questions on the educational

requirements of work experience, contact:

Ray Rhodes, Specialist
Cooperative Work Experience
Oregon Department of Education
700 Pringle Parkway SE
Salem, Oregon 97310
Telephone: 378-5859

FORMS -NEEDED:

None None



CHECKLIST:

7
1. Ask the CWE specialist at the Oregon Department of Education for current

information on:

-requirements for program approval
criteria for program evaluatiOn

-- vocational certification requirements
vocational reimbursement

2; If necessary request further clarificetion from/state specialist on

unc,lpar issues;
4

3. Attend meetings conferences or seminars that deal with changes in
eauCational requirements,

EVALUATION':

An approved vocational program is evidence of an understanding of the Oregon

requirements.

A
GI
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AREA OF RESPONSIBILITY: Administration A

TASK: Write Program Goals
5

EXPLANATION OF TASK:

The level of specificity for program goals is determined by the relationship

between district, program and_course goals. Program goals further_amplify or

clarify district goals, and SiMUltaneously Provide the foundation for the

development of course goals. Consequently; program goals are more specific

than district goals, but less Specific than course goals;

Program goals establish<the limits of instruction within program areas.

Program goals are utilized to assist planning, budgeting and assessment at

the district level. Moreover, program goals provide guidelines for needt

identification, priority Setting and program development within program areas.

Characteristics of Program Goa -1s

Distinguishing CharacterlatitS of Progra0oals

.Individual program-goals

must be IeaperoutcOMe.Statements
shotild be stated in general terms

Set of progtam goals

must describe -the learner outcomes desired upon completion of all

expegiencet Within only one content area.

,

The following examples are offered asa---guidezfor__coordinators to use in

developing their own program goals; Students will

know_and pa able to applysuccessfW job search techniques.

i develop positive work habits;
be able to plan vocational activities to balanCe and enrich vocational

pursdits.
know the occupations ava- ilable in the community.

knOW the skills and attitudes necessary for successful employment..

REFERENCES:

None

FORMS NEEDED:

GOals Worksheet



CHECKLIST:

1

1. Collect work experience guidelines and handbooks from exemplary programid
for sample goals:, /

2. Work with the advisory committee to establish program goals.

3. Discuss goals with school administrators.

4. Obtain administrator/Board approval for goals.

\GOALS WORKSHEET

PROGRAM COMPONENT
(What I Can Justify!)

j

GOAL STATEMENT
(What is to be Dole About I



AREA OF RESPONSIBILITY: Administration A

TASK: Write Course Goals 6

EXPLANATION OF TASK:

Accordinq to the_miniMum standards, course goals are-required only for grades

amine through twelve, but can be set for lower grade levels;

The level of specifiefty for course goals is.determined by the relationship

between program,_courie and instructional gOals. Course goals further

amplify, or clarify program goals, while providing a:foUndationjOrthe
development of instructional goals; Instructional goals are very specific
learner outcome statements which describe small learning'sequenCes Withih a

course or unit -of study,. defining dailyor individual learner,outcomes.
Consequently, course goals are more specific than program goals but less
specific than instructional goals.

Course goals set. the guidelines for instruction within coursecOr-unitsof

Study. They assist course planning, curriculum development and assessment;

as well as the allocation of funds within a program.
-'

Characteristics of Course Goals

0
Individual Codrse Goals

must be learner outcome statements
should be stated in specific terms
should include "will knowo" "will be able to;" or "will value ".

,Set Of Course Goals

must describe the desired learner outcomes for only onecourse or unit of

study

Examples of Course Goals:

The students will be able to construct both monthly and yearly budgets.

The students will know the ways in which "body language" affects

communication.

. REFERENCES: FORMS -NEEDED:

Instructional Plan -- Worksheets



CHECKLIST:

I. Work with the advisoiy committee to establishcourse goals.

2; Discuss course goals with school adMinistrators.

3. Obta administrator/board approval for course goals.

O

9



AREA OF RESPONSIBILVIY: Administration A
41.

TASK: Develop instructional Plans

EXPLANATION OF TASK:
L

Once the program and course goals have been established for a work experience
program, specific plant' can be developedior delivery of instruction. An
instructional plan should he Simple a concise in format and measurable in
content. A good plan must include:-

.

goals and objectives_(o'jectiVe8 are the specific and measurable
components of a goal).
activities for meeting these goals
timelines
person or group responsible for making sure each activity is completed on
time

.

In addition, it must be specific enough to provide the coordinator With the

steps necessary for operating a successful program;

The completed plan should be reviewed and revised by the advisory committee
and administrators., A final copy,should,be submitted to administrators
arid/or board for approval.;

0

O

REFERENCES: FORMS NEEDED:

None Intructional PlanWorksheets



. CHECKLIST:

1. Duplicate the blank workstieets for instructional planning.

2 Develop objectives for fulfilling each program and course goal
(objectives are the.components of a goal and Are 'usually more specific

and measurable).

3. Identify specifiC activities and strategies for meeting each objective:

4. Set up a schedule with dates for beginning and completing each activity.

5. Identify the person responsible for completion of each activity; i.e.,
advisory committee, coordinator, student.

.
.

6. Review plan with the advisory committee and administrators, revising it
according to recommendations.

o

7. Obtain approval of t e plan by administrator and/or Board..

B. Share copies of the plan with all Parties concerned With its,

implementation; i.e., advisory committee, administrators.

ORLUATI'ON:

A completed plan that includes the details of instructional delivery: What

goals are to be met, how they are to be met, within what timeline and who is

responsible for making sure, all activities are completed on time.

f



OBJECTIVE

INSTRUCTIONAL PLAN

ACTIVITIES/STRATEGIES
TIMELIN 0

COMPLETION

RESPONSI

AGEN

7111111%,

ILHY

r
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AREA OF RESPONSIBILITY: Administration

TASK: Develop Long-Range Plans

A

EXPLANATION OF TASK:

A _five-year plan is an effective -tool for developing and managing vocational
programs in secondary schools and community colleges._ Such a plan outlines
the steps for implementing each of the major components of a program.

Oripage/33 is a sample Worksheet for recording a five-year plan: After
completing a program ansessment, the coordinator can write the current status
of each component in the space provided and project its development over the
next five years.

x.

REFERENCES: FORMS NEEDED:

None Long-Range Plan Sheets

'21



CHECKLIST:

I. Conduct a program assessment, utilizing the assessment guide for work

experience.

2. Enter program components into the left column of the long-range plan

sheet.

3. Enter current status of program in the "present" column of the plan sheet.

4. Identify model features for Mompletely developed program and enter into

the five-year column of the plan sheet.

5. DiStribute the developmental work load in columns 2,_3 and 4 to raise

each component from "what-now exists" to "what should be" in a work

experience program. If a component is fully developed to your
Satisfaction, draw a line from present to five-Veir. When a component is

complete in the first year or.two, draw lines to the five-year column.

6. Share the five-year plan with administrators to determine its feasibility

and obtain their commitment to the plan.

7. Obtain approval of the administrator and/or Board.

8. Post the completed plan on the office or classroom wall for sharing with

other staff and students.

9. Update the plan each year so that the work experience program is planned

for five years ahead at all times.

EVALUATION:

A completed, up-to-date long-range plan for program implementagon and/or

development;



LONG-RANGE PLAN

PROGRAM
COMPONENT PRESENT Year 1 Year 2_ Year 3 Year 4 Year 5

...-- ,

.

.,
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AkEA OF RESPONSIBILITY: Administration A

TASK: Establish Policies and Procedures for Operation of Program = 9

EXPLANATION OF TASK:

A set_of policies_is necegghry to assure consistent quality of work
.experience education. The relationship between school.and employer requires,
.that -clear -cut policies be established for all matters that involve students
in -the school. Using the instructional plan as a guide; identify those
policies needed to carry out the activities of the plan;

Procedures'must be developed for efficient operation. of the work experience
program. The instructional plan can also be used as a base for developing
procedural steps for progrim operation;

Mite the policies and procedures are identified; they should be reviewed with
appropriate adminiStratorg toLassure that they do not conflict with the
policies and procedures of the school; The final copy :of policies and
procedures should be approved by the school administrator and/or board.

Policy and. procedure guidelines do not need to be extensive -or elaborate.
They should bedeveloped in advance to preventproblems rather than arise as
the result of an inci4-9t..

Some areas that need policy:and procedure guidelines are: (Examples only)

establishihg work stations
evaluating student performande
coordination and termination of work stations
recruitment and selection of-students
handling public relations for program
student responsibilities
employee responsibilities

eti

REFERENCES:

None

FORMS NEEDED:

None

35



CHECKLIST:

1. Identify specific areas that require established policies and
procedures. (Use instructional plan as guide.)

2. Determine specific policies needed tot each area.

3. Review work experience guidelines from other schools for samples of
policies.

4; Plan'procedures for each area Review guidelines from other schools for
ideas;

5; Write policies and procedures.

6; Review policies and procedures with advisory committee.

7. Make revisions based on advisory committee recommendations.

8. Review the revised copy with administrator.

9. Make final revisions.

10. Obtain approval of policies and procedures from, administrator and/or,
4 ,board.

11. Use policies and procedures to explain the program operation to other
staff, counselors, students and community.

EVALUATION:

The evaluative evidence is a concise, readable set of policies and procedures
that define the delivery of Work experience education;

42
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ROLES AND RESPONSIBILITIES

I. z STUDENT/EMPLOYEE RESPONSIBILITIES
-A. The student has the overall responsibility to see that all requirementi of the Cooperative

Work Experience Program are performed as spelled out in this handbook. In the even some of the
requirments are not met, this will result in the student being withdrawn, having a grade reduced
or given rid credit.

B . Read; sign; and date the Studertt Agreement to be returned to the Cooperative.Work Experience
Coordinator;

C . pomplete and sign a Training Agreement before starting to work.
D Meet with the Instructor/Cpordinator and discuss tentative objectives.
E . Complete and sign the Learning Objectives to be returned to the Cooperative W erienca

- Coordinator by the end of the Second week, of enrollment;
F . Turn in all reports as requested by eadh curriculum.
G .' Attend all seminars or individual faculty/student conferences as designated by each curriculum.. .

II. INSTRUbTO'R/COORDINATOR ROLE
Cooperative Work Experience at Chemeketa Community College utilizes faculty members as Instruc-
tor/Coordinators. Their role consists of the following:

A . Advising students on a one-to-one basis.
B . Assist Students in developing Learning Objectives.
C . Assist employers in evaluating the student's success in achieving stated Learning Objectives.
D Serve as a liaison between the college; the student and the employer.
E . Coordinate the related Instruction of Cooperative Work Experience with students' curricula; The

related instruction phasq Includes the seminars and a learning plan for each student.
F Visit each student at least once per term on the job and discuss the students' related inst- rudilon

with the employer..
G . Be responsible for grading each student at the end of each term;

III. EMPLOYER RESPONSIBILITIES
A . Agree to participate in the.Cooperative W Fk Ezperience Program.
B . Assist student-employee In.developIng and achieving objectives.
C . Participate in student evaluation and sign 'training agreement.
DD. Contact the Cooperative Work Experience Coordinator or Instructor/C0ordinator if questi- on:eon

problems arise. .
. .

IV. ROLE OF COOPERATIVE r)141( EXPERIENCE COORDINATOR
A . Develop Cooperative Work experiehce training sites foi. student placement.
B . Coordinate the Training Agreement, Learning Objective Contract and the Final Evaluation with

the cooperating employer.
C . Visit each student at least once per term on the JO and disCuss the student's related instruction

with the employer.
D . Serve as a liaison between the college; the student and the 'employer.
E . Coordinate the evaluation process for Cooperative Work Experience students.

V f SITE VISITS
At least one visit per term to the student% place of employment is required by the Instructor /Coors
dinator or Cooperative Work Experience Coordinator. . .

A . The Cooperative, Work Exjierience Coordinator or Instcuctor/Coordi tor meets with the
Employer/SUpervisor (and student if possible) to discuss the student's learning objectives.

B . Other visits may take place if requiredarby the Instructor/Coordinator, Cooperative Work 6-
perlence Coordinator, the student or the %mployer. .

37 4 3



AAA OF RESPONSIBILITY: Administration

TASK: Evaluate and Revise Program 10

EXPLANATION OF TASK:

Regular evaluation is essential for improving work experience programs.

Planned evaluationS are an effective way td determine the need for changes

and modifications., Evaluations are conducted on characteristics of the

program and the success of its students.

The evaluation guide in Chapter VII outlines the characteristics of a quality

program. Program characteristics include those items that define quality

standards for work experience., These include:
2

prci4i-ati-dr4anisation advisory
instruction,__SCheduling, credit

4 nature of oMrintis basis for
student needs, correlation with
phVaital-facillties.

,4p

4
6
6

committees, coordination time, related
arrangements, etc. _

coursematerialso adequacy in meeting
other classes.

inStructional_staff - experience, feaessiOnal'cleveIopment.
Methods-of-instruction - individualized, field trips,. etc..

instructional materials multimedia, resources, etc.

methods of evaluation job performance, f011OW-Up.

Students are themost vali indicators of program effectiveness. Some areas

to examine are: (Procedures for followup in B11)

. 6 follow-Up data from graduates and employers

0 relationship of job to training
4o additional training'needed.on job
4 job retention
: employment in related jobs

'evaluation of job performance 14 employers

-Programs must be revised on the baSiS_Of evaluation findings :_ The

recommendations should be integrated into the instructional and long=range

plans for the program.

Advisory committees should be involved program assessments and/or

evaluations..

REFERENCES: FORMS NEEDED:

Assessment Guid ODE
Self Evaluation Instruments ODE

None
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CHECKLIST:.

1. Select an evaluation instrument that defines the standards of a quality
program.

2. Determine whether a self-assessment or third-party evaluatioh will be
conducted.

3; Schedule evaluation and notify.evsluators.

4; Collect necessary background information forms, policies, procedures,
records, follow-up data, etc;

5; Arrange work space. lodging. meals. etc., for evaluators;

6. Provide evaluators with an orientation to program, the school district',
and community.

7. Allow evaluators to talk with administration, staff, students and
employers about program.

8. Provide support services, information and resources as requested by
evaluators and remain accessible throughout evaluation.

9. Participate:in the exit interview with evaluators to discuss general
findings and respond to questions.

10. Review written report from evaluators.
I .

11. Integrate recommendations into revisions of instructional and long-range
plans.

12. Make program revisions and modifications according to plans.

EVALUATION:

Evidence of changes in instructional and long-range plans that result from
recommendations made on evaluation report;

45
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AREA OF RESPONSIBILITY: Administration

TASK: Make Staff Assignments

A

11'

EXPLANATION OF TASK:

The functions and jobs listed in the table of ccmtents outline the job

description of a work experience coordinator. Using thiS list, the

coordinator can develop a job description that:

is consistent with the line of authority' for the

O is consistent with philosophy of-the school/tale
O specifies; the conditiqns under Which the program

specifies the duti9s and responsibilities of the

local school/college:0'
ge.
will operate.
coordinator.

Coordinators should be selected on the basis ofheitl
_; .

ability to relate to employers, parents, students and other school staff
initiative for making contacts] setting up_ work- stations, coordinating

with employers on student problems and developing training agreements and

plans. . _

past work experiente that allows them to understand the problems o' the

work piece.
ability to keep lOgS; records and reports;
ability to f011OW through on jobs;

Secondary teadherS Must have two years of occupational experience -in order to

obtain vocational certification: Occupational experience should_be evaluated

in terms Of hOW recent, quantity and quality; Supervisory experiente is :

lealua6le'betaUde it gives the coordIfilitor an insight intothe perspective of

employetS and positions beyond the efitry level; Thoselitio enter work_

experience coordination from businesi and industry must meet the requirements

fot_Spetiar vocational certification as defined inChapter:V.: ;

SoMetiteS_Steff are assigned to work experience coordinatiOn to fill out a

teaching load:and may not possess ,the desired background for coordinating -

Wit* experienp; In those casesi a thorough orit ation and inservice must

be provided to the staff member.

The recommended class_load'for secondary_school coordinatOts is 15 students

per class -load: A full -time class load for community college coordinators is

60 Students; The community, college, class load will- depend upon the levels of

administrative responsibility assigned to the 'cOOrdinator and the level of

development of the existing program.

REFERENCES: FORMS NEEDED:

Example Job Descriptions None
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k
CRECkLIST:.

. .

1. Develop/obtaina job description for work expertincecoordinator
.

.

4.

2. Revise the Job description to fit local school philosophy and needs of
program; .V

3.' Recruit staff and examine their backgrounds and work experience records
to determir if they can obtain vocational certification.

4; Assign or We -staff to ful4fill the duties and responsibilities o the
,job description..'

Assist staff in becoming vocationally certified.

6. Establish minimum and Maximum class loads for coordinator.

.7. Identify inservice needy of newly assigned staff.

8. Conduct orientation seSsions. for new staff.

9. Establish inservice schedule for new staff.

EVALUATION:

Competence of_coordinators in carrying out the duties and responsibilities of
the job descriptiop.

47
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AREA OF RESPONSIBILITY: Administration A

TASK: Conduct Orientation Sessions foT Staff and Student Body 12

EXPLANATION OF TASK:

Planned orientation sessions for the staff and student bodyiare essential for

full understanding of the program. Sessions for secondary schools, should be

conducted during spring term prior to the new school year Advance

registration will identify'the occupational objectives of students and allow

the coordinator sufficient time to establish work stations for the coming ,

year

Orientation sessions should proliide essential program information without

overwhelming the audience with too much detail. Presentations must be

concise and supported with 'visual materials and handouts. jk policies and

procedures guide makde an excellent handout, and provides content for oral'

presentations of program to staff and students.

College orientations for Students and facultushould be conducted in an

ongoing format prior to registration periods. This can be done by visiting

occupational clasSeS or conducting advertised seminars:

REFERENCES:

"Handbook for Planning, Organizing,
ConductingiEvaluating and ReVit-
ing Workshops" Linn-Benton
Community College and ottgoti
DePariment of Education

ORMS NEEDED

Self Assessment Cheeklists
'-- Introducing A Workshop
--Illustrated Talks
--Summarizing Workshop
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CHECKLIST:

1; Plan content; structure and format of orientation session(s) for staff
and student body, based on:

--local needs and/or areas of confusion.
-policies; procedures; goals and benefits of work experience
education. _

- -time needed to present inforMation.
--interval between sessions--if more than one.

:2..Determine techniques of delivery most appropriate to target groupsi.e.,
illustrated talk, simulation, etc.

3. Select and/or develop materials to be used in orientation sessions.

5: Schedule time, place and date(s) for orientation Session(s).

b. IntrOduce'the session by stating objectives; how they.relate to
participants, and what is expected of them;

.

7; Present materials; USe handouts and visuals and involve the participants
through a 'question and answer technique;

:8; Summarize key points of the presentation;

9. Evaluate orientation session(s).

10. If necessary revise presentation to improve its effeCtiveness to the
future;

EVALUATION:

Enrollment in work experience program.
Staff support of work experience program.

44
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SELF ASSESSMENT CHECKLIsTVOR-CONDUcTINO-A-WORKSHOP A
0

12

CD
CD

F.r. CD
I =

I__I -

I - -

cmJ GJ
C-' J

INTRODUCTION ...._ > c, k-4c
,

a
r. Clearly -Stated objectivesof workshop. 2

-le- Explained importance-of objectives-and hbw the 3 .2

4':'i4orkshop relates to workshop participanii.
3. Explairied what will be expected from partici- 3 2

pant during and after the workshop.
4. Allowed participants to ask questions. 3 2

6. used instructional aids to enhance introduction. 3 2

6. Made an interesting, enthusiastic end motivational 3 '2

Antroduction.

BODY OF PRESENTATION,

7. Information was Suited to participants' level. - 3
,

2

of understanding;

9; Participant feedb ck was used to evaluate the talk. 3 2
8. Key points were i lustratedan .. 3 2

.

,

10; Audible speech wasutilized. ..- . 3 2

11. Distracting-mannerisms or expressions were avoided; 3 2
12; Eye contact was maintained with audience. 3

1 0-

1. 0

1 0_

1 - 0

1 0
1 0

1 0

= 2_

13. Analogies used during the talk were appropriate. 3 2 1-----

14. Frames'of referende were related, to point being made. 3 2

SUPOIARY

15. Reviewed main points of workshop. 3 -2

16. Made-brief summary of main points. 3 2

17. Tied important points together in 4ogical sequence. 3 2

18. Asked for questions and comments from participants. 3 2.

19. Explained where further information obtained 3" 2 ,

or advanced workshop were to be conducte '

20. Clarified what Participants had accomplished in 3 2

. workshop. 8 ` . ..
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1 . 0
)

1 0



AREA OF RESPONSIBILITY: Administration A

TASK: Secure Resources for Program 13

EXPLANATION OF TASK:

COOrdinatOrs have many resources available to help them:plan and Operate-a
work experience program ; including persdhs frpm all areas of the community --

business; industry and ,labor: Financial resources; such as federal grant.
;funds; local industry'contributions and private donations are often available.

creating_a resource directory which includes the names and addresses of all
potential contacts helps the coordinator locate such individuals,quickly.j

An orgonized approach to the use of resources involves timely action'gOod
scheduling techniques and follow-through oncommitments, Recogniting the
efforts and Contributions of community members -is also. essential fdit

long-range success;

a

REFERENCES:

None

FORMS NEEDED:

_School_Resource InVentory
Community Resource Inventory

47
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CHECKLIST:

1. Conduct a school resource inventory to determine what is available to
work experience students at the school site.

--vocational cluster programs
--equipment and tools
--media resources
--staff resources

2. Identify outside resources that can assist with thEwork experience
program such as:

--professional Organikations (Wm, OVA) . _

--agencies (Om ooicci CIS, Employment Service.
--employers
--parents

SACCVE)

3. Decide what materials and supplies must be purchased for the program.

4. Order materials as early as local school purchasing policies will permit.

5. Arrange_for use of in-school resources well in advance of the time they
arejleeded.

6. Arrange for use of outside resources well in advance of need;

7. Schedule use of resources for full utilization and efficiency.

EVALUATIOq:

The quality of work stations and refitted vocational training kograms
(in-school), as det4rmined by assessment procedures, serves as an indicator
of the coordinator's ability to develop resources for a quality work
experience program.

52
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AREA OF RESPONSISiLITY: Administration A

TASK: Provide Work Experience Opportunities for lvedial Needs Students 14

EXPLANATION OF TASK:

students with disadvantages and handicaps are sometimes difficult to place in
job sites; These difficulties arise because employers:

do not understand the potential of special needs students in productive
work settings.
do not know how to relate to handicapped persons.
fear that special needs students_will require_iore superViSion and
instraction than the firm can afford to provide

The special needs coordinator can expand the opportunities for their students
by:

conduCting an ongoing public.relations program that emphasizes the
potential_capacity_of special needs students
Working With individual employers to identify jobs that special needs
students can suatessfullyperform.

I explaining to_epployers the role of the school trainer in providing
supervision at the job site

'4 identifying job sites within the schoel district;
identifying job sites within public agencies.

The Spedial needs toordinator must work harder than a regular CWE coordinator
in establishing training sites; and must maintain strong bridges of
coordination and cooperation with the sponsors of work sites.

REFERENCES: FORMS NEEDED:

None None

49
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CHECKLIST:

l. Conduct a school resources inventory to determine what is available to
special needs work experience students at school sites.

-identify trainers - professional, volunteer, student
--special ed. and counselor resources
-vocational cluster program

.7-in-school resources
other school as resources
--equipment, tools, media

2. Identify outside resources that can assist with special needs work
experience program.

-professional organizations (WECO, OVA, VESN)
-associations (ARC, HAIM, ACLD) .

--agencies (Employment Service; CETA, Vocational Rehabilitation)
-training sites, lea ng institutions (community colleges; sheltered
workshops)

--employers
-parents

3. Talk to regular vocational staff-about special needs students, use of

trainer; and identification of needed competencies before class begins.
4.

4. Identify materials; supplies and tests that must be purchased for program.

5. Order materials as -early as local school purchasing policies will permit.

6. Arrange for in-school work placemets well in advance of need.

7. Arrange for outside school resources well in advance of need.
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AREA OF RESPONSIBILITY: Guidance and Placement.

TASK: Recruit, Screen and Select Students 1

EXPLANATION OF TASK:

The work experience coordinator/is respohSible for recruitilg students into
the program. In order to do so the coordinator must have organized
procedures for:

making sure all students understand the loals of work'experience.
education;
processiqg applications for work experience and selecting students for
the program;

Orientation sessions must be delivered to the staff and student body prior to
student registration for classes; At these sessions; application blanks can
be distributed to interested students.

Thq application becomes the basis for screening the selection of work -

experience students. Applications are evaluated according to the criteria
set by the coordiAtor and school district for eligibility to enter the work
experience program. Th4 reiiew-Orapptications should be by interviews with
students. Personal interviews can provide the coordinator with valuable
insights and information about the stddent. The Coordinator should keep
notes and comments on each pre-enrollment interview.

An example of selection criteria:

The student must have a signed work experience program application on
file.
The student's application must
=St be on file.
First choice will be given to
First choice will be given to
programs..
Students admitted to th programs:will not be placed in training station
jobs until they have cquired social security numbers and work permits;
etc.

meet appropriate approval and references

with occupational goals.
seniors in vocational cluster

REFERENCES:

None

FORMS NEEDED:

1. Application for Work Experience
2. Pre-enrollment Interview
3. Job Permit Applications
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CHECKLIST:

1. Conduct orientation sessions with all Staff and student body prior to

student registration for classes.

2. ProvIde.students with application blanks for entering the work experience

prodc6m.

3. Establish mWmum requirements. for approval of applications. class load

limits may influence selection criteria and how they are applied to

student selectiont.

4; Review applications fest work experience and screen out unqualified

applicants.

5. Explain to students why their applications were not accepted and how they

may become qualified applicants:

6. Notify studentt of their acceptance into the work experience program and

provide direction for their involvement.

EVALUATION:

The- strength_ of enrollment in work experieklce programs and quality of

studehtS Within the program are evidence tha't_gOOd recruitment and selection

procedures are being utilized by the coordinator.

4

5?
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Please type or print

Name:

Address:

last

NEWBERG HIGH SCHOOL
Application for Work Experience

n ink. Fill in all blanks.

first middle initial

street/route city

CWE Periods

Date:

Phone:

Age: Date of Birth: Soc. Sec. No.:
,

.

Mother's Name: Occupation:

Father's Name: Occupation:

What are your career plans at this

1.

2.

time?

Have you ever been employed before? Yes

Where?

What did you do?

Have you arranged for definite employment for the

If yes, Employer:

Address:

next school semester or year?

Supervisor:

Phone:

Do you have a work permit? Yes___

Do you plan to go to college? Yes

WhOt courses do you plop to take?

QualifiCations
high sehool):
Off. Proc.
Data Proc.

-tlething I_
treat. Foods

-Outdoor Wear
Basic Home Con
M- ech. Dft.- III

M- etal Proc.

Agribusiness
Intro. Hort.

Job Title:

Grade levpl next year:

If yes, give name of college:

for job you applied for In work experience (classes you have taken in

__Adv. Typ. Sen. Off. Lab
Law & You 7-Short. I

--Acct. II Acct. III
-Sew w/Knits Adv. Cloth.

--treat. Stitch --Harr. & Fam.
--Tailoring --Food Serv.

.--Build. Const. --tab. & Furn.
-Metal Mach & F--Adv. Metals
Power Mech. --Ind. 'Mech.D ndep.Agr.Sem.::Forestry
Nursery Nanag.

Wore Proc.
Short. II

-Mkt. I _
Foods

-Child Dev.
--Single Surv.
--Mech.Dft. I

Weld,& Fob I
Ag.

7:Greenhouse 0

Related Class: 1st semester 2nd semester

55

Off. r;ch. Skills
-Beg. Typing

--Mkt. II
-roods II
Int. Design

-Creat. Sew. Cfts
71iech. Dft. II
77Weld & 'Fab. II
77-Agri. Science
__landscape Const.



!ill you be 'available to Work after school and on weekends? Yes , No

!ill you be available to work the summer after you have completed the year of
raining: Yes _,; No-

s

o you have your own transportation? Yes___; No Remarks:

f you have your own car, will.you provide rides for others? Yes. ; No

id you fail any subject either semester last year ?. Yes ; No
ic

ow may times were you absent last yeah

ave you ever been suspended? Yes ; No . Reason:

ist any activities (such as sports, drama, music, etc.) you have been involved in:

ist as references the names of two teachers under whom you have studied:

o you have high school or a comparable family insurance policy? Yes ; No

f not high school, name the family insurance company:

f you are accepted in the work experience prOgram, do you agree to abide by the '-

ales of the program and to put forth your best efforts in completing your training?

(signed)
(applicant)

consent to' the work experience program, and
gree to cooperate with the school and the training agency.

(signed)
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STUDENT-LEARNER PRE - ENROLLMENT INTERVIEW BY THE COORDINATOR FORM
(Attach this form to Application for Cooperative Education Program Form)

Student-learner applicant name

Date

Nc',.es and

Program Applying For:

rallment Interview:

It is the policy of the school district that no person on the basis of race,
color, religion, national origin or ancestry,_age, sex, marital status or
handicap should be discriminated against, excluded from participation in,

denied the benefits of or otherwise be subjected to discrimination in any
program or activity.
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STATE OF OREGON

APPLICATION FOR WORK PERMIT AND AGE STATEMENT
YOU MUST BE AT LEAST 14 YEARS OLD

BUREAU OF LABOR AND INDUSTRIES

PLEASE ENCLOSE A 1;ELF-ADDRESSED STAMPED

ENVELOPE FOR POSTAGE AND. HANDLING

NAME (first) (middle) (last)

MAILING ADDRESS

CITY AND STATE ZIP

FILL IN YOUR COMPLETE NAME AND ADDRESS ABOVE.

WAGE AND HOUR DIVISION
5591301 ST. N.E.

SALEM, OREGON 97310

PERMIT WILL fiOT BE ISSUED
unleis all blanks are carefully
filled In and are clearly readable
(SEE INSTRUCTIONS ON OTHER
SIDE)

LAST SCHr:OL ATTENDED LOCATION GRADE COMPLETED

44
PARENT OR GI;ARDIAN SIGNATURE

STREET ADDRESS PHONE NO.

CITY AND STATE ZIP, CODE

MINOR'S SIGNATURE DO NOT WRITE BELOW THIS LINE
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Orientations for Mew Students 2

EXPLANATION OF TASK:

The coordinator MUSt_ihfOrM_Students about work experience policies and
protedureS priOr to their placement in a training station; Some orientation

is presented at a pre-enrollment session in the spring; After selection into
the program,- the students should be given specific orientation on rules and

procedures which they will be expected to follow.

Specifically, an orientation program should include:

Skillgto be taught in the vocational program.
beginning and ending dates of training period.
average number of hours per week that student is expected to work.

rate of pay expectations;
conditions for increases in pay.
amount of credit to be earned.
work and school schedules.
releasetime for on-the-job training.
student expectations for participating -in student organizations, sports,

bend, etc., that occur during working hOUrS.
compliance with labor laWS.

- employer expectations of studentS.
---teeerdinator expectations of stUdentS.

Work experience policies and procedures can be- communicated through an open
house, displays, brochures, pamphlets, assemblies and other means.

Tips for work experience studehtS to meet the expectations of their employers

can be provided in handoutS as Shown on the following page;

REFERENCES: FORMS NEEDED:

Tips for Work_ Experience Enrollees None

B2



CHECKLIST:

1. Identify the
prograld that

2. Plan a system
students.

%

policies, procedures and expectations of the work experience
should be adhered to by the student.

for communicating policiesprocedures and expectations to

--policies, procedures and expecta ions identified in *1.
--media for communicating with students. .

--time for orientation sessions.

3. Conduct orientation sessions within appropriate time frames.

4. Evaluate effectiveness of orientAtiop meetings to:

--assure that.students understand the policies, procedures and
expectations bef5ore entering a:work station;

--if necessary; determine additional' information to explain the program;

EVALUATION:.

Problems caused by lack of understanding of policies, procedures and
expectations of the program will reflect the quality of the orientation
program;
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B

TIPS FOR WORK EXPERIENCE ENROLLEES 2
ONO

1. Be dependable. Your employer expects you to be there on time..

2. Dress neatly but conservatively. Wear clothes-appropriate for the job.

3. Be courteous to everyone- -your employer, the customers, your co-workers.

4. Tell your friends and relatives you are not tobe visited while you are

working. This applies to telephone calls as well as visits in person.

5. Keep a close check on your personal appearance, health and speech. These are

your own toc1S for your work. Remember youare dealing with the public and
the creation of a good impression is necessiry.

6. Continuous personal development is essential to you in business. Take Advan=

tage of every opportunity you have to improve yourself.

7. Keep yourself occupied at all-times. If you have a job--do it. If,you don't

have a job--create one., even if it is only tidying up your work area.

8. Make a decided effort to get along with your supervisors. You are the one

on probation--not they.

. Take criticism w

10. Do your work sincere
both the_school and

resentment and learn from these constructive comments.

-nd seriously. Work a§ hard as you can. Remember that
training. station are working for you every step of the

11. Don't gripe. Everyone_has his own troubles, and very few people, if any, are
interested in yours. If you have a legitimate complaint, do something about it

don't complain. (See the Coordinator)

12. Don't make excuses. Rather, think of-ways to do it correctlY. Chronic excuse-

makers are rarely believed.

13. Don't.expect special ptivileges. You are to be treated as a regular employee
while on the job and a regular student while in school.

14. Don't be a clock watcher. The person who gets ahead is the-one who does more

than is expected of him. This applies to time as well as work.

15. Don't develop a "big shot" complex. No one is interested in your opinion unles

it is especially 'solicited.

16. Don't be chewing and cracking gum.

17. Don't be constantly grooming yourself.

18.' Don't be giving out decisiOns on your own that should come from the boss.

19. Be tactf01 in'your speech and mannerisms. Theresare' many ways of saying the

same thing. For harmonious relationships with others, think before you speak.

20. Be loyal to your school and to your training station. They both illerit yair

wholehearted support.
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Work With Parents 3

EXPLANATION OF TASK:-

work experience_ coordinators are responsible for providing parents -with a
;4?

thorough orientation totheprogram. Parents need to know_the_pOliCieS;
procedures and expectations of work experience because_their children will be:

released from school for part of the school, day.
allowed A minimum and maximum number of work hourt.
compensated for work. :

required to enroll in related classes.
expected to work at a training station for a specified training period.
receiving credits and grades for work experience.

The coordinator can inform parents through open house presentations;:

_________,_:newaletters4 home visits; parent' conferences or by mailing a_copy of employer

evaluation to parents. Parent conferences_ are criyLcalAn,getting the
parents' cooperation and support for the student in a job role:

REFERENCES:

Policies and Proceaures for
Work Experience Program (A_9)

FORMS NEEDED.:

None
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CHECKLIST:

1. Conduct open house for parents to explain the work experience program.

2. Obtain parent approval on training agreements.

3. Conduct parent conferences to discuss student's progresd, resolve
problems and plan strategies for assisting students in meeting their
occupational objectives.

4. Respond to parent concerns and requests throughout the student's
involvement in the work experience program.

EVALUATION:

This job can be evaluated by observing the level of involvement of parents in
developing training agreements and in attending parent-coordinator
conferences for planning the development of students' work. experience.

c'
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: ,Assist Students With Personal Adjustments 4

EXPLANATION OF TASK:;

The school-work relationship places the coordinator in aposition of
responsibility for any proplems'of personal adjustment a student may incur;
Through close daily contact; the coordinate:or has an opportunity to assess and
assist with the student's personal needs. Succesi in a work station depends
on the student's attitude and ability to cope with stressful situations.
Therefore; it may be necessary for work experience coordinators to act as as
counseior.

However; coordinators must recognize their counseling limitations and refer
complex personal problems to a trained counselor. Coordinators Who havethe
.ability to direct; instruct and evaluatek_become supportivelisteners and can
often help students solve problems-and make decisions.

Counseling in personarldedIers should always_be_conducted_in:private sessions
With_the student With confidentiality maintained_at all times._ The
coordinator should be concerned about perponal'adjustmens that affect the
student's performance in the work_ experience program. Some adjustment
problems can-be handled in the related classroom training sessions.

REFERENCES:

None

FORMS NEEDED:

None
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CHECKLIST:

1. Encourage students to seek assistance with personal concerns by shoWing

Willihgness to help them.

2. Initiat6 frequent; informal conversations with students end'allow that to

express,their concerns;

3. Conduct formal conferences with the student, when appropriat.e.

4. Gather background data on the student so that valid counsel is possible.

5.-Allocate time for guidance activities.

"6. Be supportive in all dealings with students.
.

7. If necessary, refer any student in need of help to other Professionals.

EVALUATION:

The amount of time a coordinator spends counseling students reflects the

degree to which this job is being performed.

K

d
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Confer With Students on Progress in School

EXPLANATION OF TASK:

Students_ acquire the qualities for successful employment through a
combination of academic classes, vocational classes and work experience. The

coordinator can link all of these by understanding the students' career
objectives and providing support and encouragement for their success in
school. If necessary, coordinator-student conferences should include help in
improving study habits and attendance as well as employment preparation.

'Many schools require that students develop a career plan, using groups and
home rooms as a forum. The career plan helps work experience coordinators

keep in touch with each student's progress toward achieving established

educational goals;

REFERENCES: FORMS NEEDED:

Career Plan or Employment Develop- None

went Plan for individual students.
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CHECKLIST:

1. Encourage students to discuss their career and' educational plans.

2. Initiate frequent informal conversations with students abdut career plans
and objectives.

3. Prc.ide students with current information on their career interest areas
or refer them to a source of such information.

4; Conduct formal conferences with students.'when appropriate.

5; Encourage students to meet their career and educational objectives. Be
supportive;

6. Rorer students to the career resource center and/or guidance deparment,
when appropriate.

EVALUATION:

Career plans on file for each student in work experience program. Plans must
show both career and educational objectives for the student.

4
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Match Students With Training Stations 6

EXPLANATION OF TASK:

In order to most effectively match students with training stations', the
ccoordinator needs to carefully analyze the cumulative records of the ._ .

student; The coordinator must assure the successful_completion_of academic
and vocational classes; identifluthe_skills andknowledge_gained from such
classes. and match them with the needs of a training station.

Coordinators must remmber to follow local policies forobtaining_and using
school zecords. _Care must be exercised to avoid_violating student rights.
Only those records that directly relate -t0 -the placement process need to be
considered by the work experience coordinator.

The Family Rights and Privacy Act must be understood and applied in working
with cumulative records.

REFERENCES: FORMS NEEDED:

Cumulative Records in local school None
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CHECKLIST:

I. Review the student cumulative record.

2. Identify knowledge, skills and attitudes reflected in the record that
will affect job placement.

3. Review these qualities in the context 4 the student's career objective.

4. Compare the student's knowledge, skills, attitude and career objectives
to the training station needs.

5. Match the student's skills with emplcye.",-, feeds as closely as possible.

EVALUATION:

The ettectiveness in matching the student and training station is reflect;(1
in a follow-up of program completers and their degree of succgss on the job.
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AREA OF RESPONSIBILITY: Guidahce and Placement

TASK: ASsist Students With Employment Applications 7

EXPLANATION OF TASK:

The coordinator often helps students with_their applications -for employment.

Accuracy -and completeness of the applicaelon form -may detertine whether the

student is hired: Many applications are completed in personnel offices

immediately prior to the job interview, although sometimes Students are
allowed to complete the application at home.

Practicing filling out job applications Will_giVe students confidence when

they complete actual applications. Each StUdentShOUld_be required to .

complete several applications foremployMent._ The completed applications_

should be reviewed. and critiqued by the coordinator for neatness accuracyi
completeness and quality of respOnSeS.

Through group instruction, the coordinator should familiarize 'Auden with

the kinds of
_-questiong that most employers ask as well as acceptable

responses to those-qUestiOns. The coordinator should also explain that

certain questiong_are unlawful An a"pre-amployment application. Examples of

illegal and_diStriminatoty questions are identified on the Pre-Emp/Oy:Aent

Inquiry Guide on the'following page;

REFERENCES: FORMS NEEDED: °

Pre-Employment Inquiry Guide Assortment of employment application
forms from local employers.
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CHECKLIST:

1. Collect examples of employment application forms from advisory committee -

members, public agencies and other businesses.

2. Provide students with group_instruction as well as indiVidual assistance
on filling.out job applications. StresS:

- -neatness
-accuracy
-completeness

--quality of responses

3; Assign studentS to complete sample job applicaLions.

4; Critique completed applications as a group;

5; Identify illegal and discriMinatory inquirics for students;

EVALUATIOV:

Students are able to complete job applications to acceptable quality
standards for accuracyi neatness and completeness;

I
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EARCISE
SAMPLE APPLICATION

PURPOSE:

DIRECTIONS:

B
7

TO PROVIDE YOU WITH A COMPLETED
APPLICATION FOR FUTURE USE.

COMPLETE THIS APPLICATION AND
GIVE TO THE INSTRUCTOR FOR FEEDBACK;

APPLICATION FOR EMPLOYMENT

PERSONAL DATA

Name
Last Fitst

Present Address:.
No. & Street

Permanent Address:

Phone Numbers:

Application Date
Middle

City State Zip

No: & Street City State Zip

Home No. Business N

School 'Graduate? Ye-
Name_of Sthool
and LocatiOn

EDUCATIONAL RECORD
NOE] GED? Yes] NC]

School
and Location

POST SECONDARY_EDUCATION__

Kind of School'
Name of School, Location

(City & State)

Total

Hours

:Type of
Training
or Major

Name of
Cert. or Dec

Received

Correspondence
Tnade_o_t_Business_

NAME

REFERENCES

ADDRESS OCCUPATION PHONE

1

2)
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SPECIAL SKILLS AND LICENSES
(-To be completed if applicable to the position you Are applying for)

Typing? Yes No WPM , Dictating Macnine? Yes No

Shorthand?, Yes No WPM-- Calculator? Yes No

Driver's License? Yes
11

No Other Skillt:
Chauffeur's License? Yes No

Other Types of License:

EMPLOYMENT RECORD
(be complete and accurate)

Employing Firm

Your Job Title

Address

upervisor's Name

Title

Specific Duties

ReasonJor,Leaving_
If you still work here, may wecontact this employer?

Employing Firm Address.

From
Month Year

To
Month Year

TotalcTime: Yrs Mo

Full Time

Part Time (hrs/wk)

Salary $

Your Job Title Supervisor/s Name

Title

Specific Duties

Reason for Leaving

From
Month Year

To 4_,
Month Year

Total Time: Yrs Mo

Full Time

Part Time (hrs/wk)

Salary $

Employing Firm

Your Job TiEle

Addrets

Supervisor's

Title

ame

Specific Duties

Reason for Leaving

From
Month Year

To
ont Year

Total Tilae: Yrs Ho_
Time

Part Time (hrs/wk)

Salary $

Military Information

Have you served in the U.S. Armed For:.es? Yes No

Dates Rank or Rating
From To

Military Training/Schools Attended

Branch
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SUBJECT

NAME:

ADDRESS. DR_
DURATION-OF
RESIDENCE:

BIRTHPLACE:

AGE:

RELIGION OR CREED:

RACE OR
COLOR:

PHOTOGRAPH:

HEIGHT:

WEIGHT:

teciiiiTAL
STATUS:

SEX:

HEALTH:

CITIZENSHIP:

NATIONAL
ORmul

EDUCATION:

/EX PERIENCE:

ARRESTS:

RELATIVES:

NOTICE IN
CAS OF---
EMERGENCY:

MILITARY
EXPERIENCE:

ORGANIZA
TIONS:

REFERENCES:

PRE=EMPLOYMENT
INQUIRY GUIDE

LLAWFUL PREESIPLOYMENT INQUIRIES

Arch:ants full name.
Have you ever worked for this company under a different
name.
Is any Addison.) intormstion relative tidier.' none
necessary to check work record' If yes. esplain
How long a resident of this state or city?

Are you 18 years old or older?

Doyou have anyimpairtnents, physical. mental. or medical
which would_interfere_with your ability to do the job for
which you have. applied?
Inquiry into contagious -or communicable diseases which
may endangersahen. if there ate anY lentiffone_for which
you should not be considered or job- duties- you cannot
perform betaliseibl physical or mental handicap. please
explain.

Are yeti a citizen of the. United States?
If not a citizen of the United-Ststes,dom applicant intend to
become a citizen of the United State.?
if_you are not a United;Statea citizen, have you the legal
right to remain permanently-inshe_United_Statesl__Do you
intend to remain permanently in the United Staten!,

Inquiry into [enemies indicant speaks and writes fluendy.'

Inquiry into the -academic __vocational -or morello:ma
education of an applicant and the public and Privets: mhccis
attended.

Inquiry into work expelilece.
Inquiry into countries aPplicant has visited.

Have you ever_bern _convicted of crime? If so. when.
where and nature of offense?
Are there any felony charges pending against you?

Names of applicant's relatives, other than a spouse, already
employed by this company.

Name-and_ address of person to be riot:fled in case of
accident or emergency.

inquiry intottnepplizent's Military experience-In-the Armed
Forces of the United Staten or in a State Militia.

Inquiry into aptilicant's service in pertkula branch of
United Staten Army. Navy. etc.

Inquiry_ into_ _or which An apOlWani it a
' member excluding organization. the nem, or character of

whichindiratesalmface. color. religion. national origin or
ancestry of it. members.

Who scallestud this you apply for ovation here?

UNLAWFUL PREEMPLOYMENT INQUIRIES

Original_namt_of alVapplovant w'ansillarame has been changed
by court order art otherwise

Applwani's mourn name

Birthplace of applicant
limhplace of applicant's Parents. spouse or other close
relatives

Requirement that applicant submit birth certificate. natural..
'ration or baptismal record

How old are you? What is your date of birth?

Inquiry into an applicant's religious denomination. reit/tom
affiliations. church, pariah. paator. or religious holiday.
observed.

An applicant may not be told "Thitna Cathohc.iProteatent
or Jewish) organization.-

Complexion or color of akin.

Requirement that an applicant for employment anis
photograph to an employment application form.

Requesaan applicant, at his or her option. to submit
photograph. .

Requirement for photograph after interview but before

Inquiry regarding :applicant's height,

Inquiry regarding applicant's weight.

Requirement that an sepia-arts provide any information
reganiirstr two) ,stieus or children. Are you Melee or
morticeDo- you has* +my -children?- in your spouse
employed? Who o your spouse's name?

Mr.. Mist or Mrs. o an inquiry regarding sea.-Inquiry as to
the-ability to reproduce or adcocacy of any form of birth
control.

De' you-have a-disability or-handicap ?_Have_you_eveebeen
treated for the following diseases? Do you use any adaptive
device or aid?
Requirement that women be given pelvic examinations.

Of what country are you citizen?

Whether arteMeicant in naturalized or a nativeborn citizen:
the date when the applicant acquired citizenship.
Requirement that an applicant produce naturalization papers
or first papers.
Wheilsef_a0Micant's perents or spouse are naturalized or
native born citizens of the llnitedStatca the date slenstsch
parent, orapoine acquired citizenship.

intopt (a) linemen: (b) ancestry: (c) national
origin; (d) descent: (e) parentage. or nationality:
Nationality_ of epplieent's parents or arum;
What is your mother tongue?
Inquiry into how-applicant acquired ability to read, write or
speak foreign language.

Inquiry regarding arrest.,

AcYdressof_any_relitism_of aft(kant-. other than address-
'within the United States) of applicant's father and mother.
hinbiaid or wife and minor dependent children.

Name and address of nearest relative to be notified in case
of accident or emergency.

Inquiry into an applicant's wend military experience.

List all clubs. societies and lodges to which you belong

This question may be :aired only for :se purpose of determining whether applicant. are of legal age for employment
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AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Develop a Job Resume

EXPLANATION OF TASK:

Coordinators can prepare students for job interviews by:'

helping students develop a job resume that fully defines their job

qualifications;
preparing students for sellihg their qualifications in a job interview

setting.:

Resume development can be instructed in group seminars. Students must be

required to develop their own_ reSume, have it critiqued by the coordinatoi,

and revise it until it is truly reflective of their qualifications. After

revision, the resume_ Should be typed or typeset and duplicated in a manner

4Ratjirovides a quality product.

REFERENCES: FORMS NEEDED:

None Sample Resume Form
Pre-Employment Inquiry Guide
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CHECKLIST: _ .

1. Provide format for job resume.

2. Instruct students in resume writing and provide examples of quality_
resumes.

3. Require each work expiilence student to complete job resume or portfolio.

4. Review and critique each resume.

5. Help students revise and finalize resume;

6. Assist the student in getting resumes copied or printed.

EVALUATION:

Employer feedback is required for evaluating this job. Quality of students'
resumes will evarUate the coordinator's effort in preparing them for use in
job search.

7,1
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SAMPLE RESUME FORM

NAME

ADDRESS

PHONE

CAREER OBJECTIVE: (Write a strong, concise paragraph stating exactly the kind of
job you are seeking; i.e. to become skilled.in the areas :if
business management)

EDUCATION: (Indicate schools attended and dates)

SKILLS AND RELATED COURSES JAKEN: (Emphasize the courses relevant to your work.
objective)

EMPLOYMENT: (Summarile your work experience. Emphasize the jobs relevant to
your wcrk objective. List description,._employer, dates
beginning with latest job and working backwards)

EXTRACURRICULAR ACTIVITIES:

REFERENCES AVAILABLE UPON REQ6EST:,'

19



AREA OF RESPONSIBILITT: Guidance and Placement

TASK: Prepare Students for Job Interviews

EXPLANATION OF TASK;

The coordinator can help prepare students for job interviews by:

establishing the purposes and uses of an interview.
specifying how yco arrange for an interview.
reviewing how prepare for an interview.
Illustrating t4 !behavior used during an interview.,
specifying what 6Oflow -up activities should be accomplished after the
interview.

The coordinator has many techniques for helping students prepare for job
interviews:

provide students with resource material for job interviewing; i.e.,
library, career resource center.
show films or videotapes of job interviews.
set up role-playing With one Student as employer_and another as the

job-seeker. Practice Infrviews, critique and reverse roles.
video-tape role playing situations so that students can observe
thcmselves in job interview roles.
have advisory committee members_ conduct interviews with students and
critique their performance./

Job interview instruction must be a continuous process for the coordinator
With Specific units, practice and reinforcement until the students have the
confidence to sell their qualifications to an employer.

REFERENCES: FORMs'NEEDED:

None None
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CHECKLIST:

1. Provide instruction on job interview techniques.

2. Have students practice interviewing througA role playing.

3. Provide advanced practice by use of video camera, advisory committee
members or -local employers.

4. Provide individualized help as appropriate and needed;

EVALUATION:

Employer feedback is required for evaluating_ this job. Student performance
on actual job interviews will evaluate the coordinator's effoit in

preparation.

-4
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AREA OF RESPONSIBILITY: Guidance and Placemert

TASK: Write Letters of Recommendation 10

EXPLANATION OF TASK:

COOrdihators are often asked to write letters of recommendation for students
Seeking part -time employment and for graduates who are seeking full-time

Sobs. The coordinator is in a good position t-) evaluate the work experience
stUdetiCS pbtehtial as an employee. Letters recommendation should reflect

an honest opinion of the student's skills; a titudes and abilities.

A letter of recommendation should provide the following information about a

student:

4 personal characteristics; i.e.; punctuality.; honesty; rf Jility

6 career interests
future employment potential

4 knowledge and skills attained through work experience and through related
vocational classes
strengths and weaknesses of student

Students should be encouraged to identify references who would_deStribe thdit

personal attributes and business qualities. The coordinator ShOUld express a

willingness to serve as a reference for future jobs. PerhapS_SUCh
expressions should be made on an individual basiS to avoid being asked by

students that have records of poor performance.

REFERENCES: FORMS NEEDED:

None None



CHECK6IST:

1. mite letters of recommendation that are:

-well organized
-spelled correctly
-neatly typed
--on letterhead paper

2; Respond to requests for letters of recommendation as quickly as possible.

3. Review letter to assure that it contains an assessment of:

--personal characteristics
-career interests
-employment potential
--on-the-job experiences
--strengths and weaknesses
--skills and knowledge learned on the job and in vocational class

4,; File a copy of each letter.'

EVALUATION:

The credibility of letters of recommendation is usually communicated through
informa\methods_ of emplc],_feedback, feedback from stud--ts after they have
been hired and the general pi :ement rate of students for ich the letters

were written.
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AREA OF RESPONSIBILITY: Guidance and Placement

TREK: Conduct Annual Follow-Up 11

EXPLANATION OF TASK:

The only way to measure a program's effectiveness is to follow-up or the
completers of the program. If they are working in jobs related to their
training, express a high degree of job satisfaction, perceive their
involvement in work experience as the stepping stone to their career
objectives, then the program can been deemed effective.

The follow-up survey_shouldbe initiated within one, three, or_five_years_
after a student completes .the program. The follow-up information should be
collected from all students who complete the program and their employers;

Once data is collected, it should be tallied and summarized.
must then be made for each question; From these conclusions;
can be made for changes in the work experience program.

A conclusion
recommendations

The findings of the follow-up study should be reported clearly and concisely
pith graphs, charts and tables.

The Oregon De2nrtment of Education conducts-follow-up of students who
complete vocational programs in high school and community (olleges. These
results are available to all coordinators. If a local follOW-up is needed,
many good models are available tk' Oregon schools.

Follow-up :an be accomplished both formally and informally. The important
point is that coordinators know the effectiveness of their program as
measured by its impact on-their stu&nts.

Examples of fol:.cw-up instruments and cover letters for surveys of completers
and employers is included in Chapter VII.

REFERENCES:

Oregon r4)artment of
Publications:
--Follow-up--Oregon

Schools
--Follow-up -70regon

(9mIlnwi

Education

Secondary

nIn nacpq)

=11a..

FORMS NEEDED:
(found in Chapter VII)

1. Follow-up instruments
--Completers
--Employers '

2. Cover letters
--Completers
--Rmolovers



CHECKLIST:

:1. Identify the type of follow-up study needed; i.e.i one-year, three-year

or five-year:

.
Identify questionsto be answered about effectiveness of program.

Choose data collection methods; i.e., telephone survey, mail survey;
sampling procedures.

4. Conduct survey with completers and employers.

--mail
--telephone

5: Compile and tally responses.

6. Write ,:7( elusions based on tally of results and comments of respondents:

7. Develco p:OdraM recommendations baded on conclusions and supportive data.

8. Writ( cel: Lte follow -up report explaining conclusions and

rec( ,
(Use charts, graphs, tables to explain findings.)

9. Share report with counselors; t- thers and administrators of school

diStrict.

EVALUATION:

Coordinators knowledge of-where students are now located, what they are now

doing; and the impact of work experience on their present lob performance

reflects the degree to whieh they have followed upon the p..?cement of their

prograh, ,-nmpleters;



AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Cooperate With Other Placement Personnel 12 /

EXPLANATION OF TASK:

Placementser-, Oregon high schools and community_colleges_vary a great
deal. Many age - are invclved in job placement, including guidance
department the 'atate Division of employment and private employment firms;

A school-based placemeW. office can serve as_a link_fOr prowiding job
placement for the students of a school district. WithoUt formalized; funded
placement offices, the school must rely on the cooperative efforts of
guidance staff; work experience coordinatorS and vocational staff to find
jobs for its students.

Cooperation of placement efforts can provide:

part-time and _full-time placements.__
coordinated placement effort among firms in the community;

4) sharing of personnel and material resources.

The NatiOnal Advisory Council for vocational Education ecommended that every
school become an emplOyment_Office for its students After ten years; this
has not come to pass for all Oregon schools and community colleges. If our

schools are to have placement services; all staff involved in education for

employment_ must._ focus on the placement needs of students and provide such
services Through a cooperative effort'of existing agencies; departments and
fitMS.

Work experience coordinators can maintain placement services by completing

job order forms on employers that are seeking applications and making job

information a ']able to students; Examples of a job order form and

employment ir- - _on sheet is found on following pages.

REFERENCES: FORMS NEEDED:

How to Appv Co,nty-Jcbg

No:le Job Order Form



CHECKLIST:

1. Identify people and placement services that are currently being proyided
by your school; community.

2. Contact all placement personnel in the area and invite them to'attend a
coordination meeting.

3. Explain what placement services-are- currently available and how they can
improve them through cooperative efOrts.

4. Identify methods for coordinating placement efforts.

5. Develop a plan for coordinated placement services inyour area.

6. Obtain approval of plan by all agencies involved in the delivery
placement services;

iVALUATION:

An organized system for moving students ft-cm school to work indicates that a

cooperative effort has been made.
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JOB ORDER FORM

COMMUNITY COLLEGE PLACEMENT 00ICE

0 FIR'
® 10 SEE C` PHONE

(e)

ADDRESS RECEIVED -\
BY

S 1ARY 0 t$ WANTED

() HOURS

g JOB BEGINS

@ DATE CLOSED 9 no(
0 ow. ft,

JOB

GENERAL LOCATION

CO DAYS

M.F TH

M FR

SA

SU

FILLED CANCELLED 0 GJ IN 14:,.).

PERMANENT

El SEND RESUME

OTHER

TEMPORARY
ma DESCRIPTION

QUALIFICATIDNS



HOW_TO_APPLY_FOR__
COUNTY JOB OPENINGS

MAR1CN COUNTY

Address: 220 High Street N:E (Third Floor)

Salem, OR

Phone: 588=5165

Application
.rocedure: Open recruitment job opening notices are posted at the

address above.

JOB TITLE:

DEPARTMENT:

SALARY:

. You may request to have your name placed on the mailing
list to receive these job opening notices, for a
particular category (i.e. Secretary), by calling the
phone number above.

If there is an open recruitment for a job, you may
obtain an application form for the position from the
Office listed above-fill it out and return it by'

the deadline listed for that

In acKition to filling out an application, some jot

require tests or an evaluation of experience.

After successfully passing the test or evaluation of

experience, your name will be oiaced on a list of

candidates and you are then eligible to be selected
for current job openings.

hourly, monthly; annually



HOW TO_APPLY FOR _

COUNTY JOB OPENINGS

POLK COUNTY_

Address: Polk County Court House
Civil Service Office (First Floor)
850 Main St.
Dallas, OR

Phone: 370-2501 (Use -this toll free number from Salem)

523-E.79 (Dial this number in Dallas)

I C-

Application
Procedure: .

Open recruitment job opening notices are posted at the

address above. When a new job is posted_it is open
for a period of two weeks from the posting date.

You may obtain an application form for any poSted
position_ (and a job announcement from the office listed
above=.-fill it out and return it by the deadline listed

for that job.

JOB TIT! E:

DEPARTMENT:

SALARY: hourly, mcc,'?!ly; annuai7y

.
In addit:on to filling out an application, some jobs

require written tests or an evaluation of ,experience
and training.

.
After the above process is completed, you will be
notified by mail whether you have successfuEy passed
the test or evaluation of experience and tie: (ing.

. If you have successfully passed, your name will be

placed on a list,of candidates and will remain there

for one year For an entry level nosition, the tz:p-

10 candidates will be interviewed when a, lceni.nq

occurs.



AREA OF RESPONSIBILITY: Guidance and Placement

TASK: Provide Guidance and Placement Services for Special Needs
Students 13

EXPLANATION OF TASK:

Guidance and placement efforts are much more intense when coor, ,.Nrs are

working with special needs students: The students require bot.. T. Al and

carder guidanc3 on a regular basis. The trainer; supervisor 1, ,t*.)3or must

all provide guidance to help special needs students make sounc

concerning their jobs and social relationships.

The elements of a guidance system for special needs students are:

assessment
orientation

# progress monitoring
personal counseling
job exploration
job placement

RFFER?NChS: :QPMS NEEDED-

IEP Form Found IN ,:niOter VII;
Example 12



CHECKLIST:

1. Assess skills of each special needs student.

2. Develop an IEP (InC\vidualized Education Plan) that will strengthen the
basic skills, work .1.;cills and social skills of the student.

3.- Conduct ortentati _ lions with students to assure that they understand
what they are suk,tosPu tc do in class or on the job;

4. Develop training acreemen_s that will help to achieve the objectives of
the IEP.

5; Provide close supelvision (guidance) through trainer.

6; Keep reports on student progress;

7. Find the placement site that best matches the studt's skills with the
joo requirements.

8 Provide follow-up assistance and guidance to help the student become well
established in the job.

EVALUATION:

9 3



AREA OF
RESPONSIBILITY:' C. COORDINATION

Page

TASKS: 1. Locate sued evaluate training sites

2. Visit training stations 1C3

3. Complete training agreements 39

4. Complete training plans ;15

5. Correlate in-school activities with training
station zxpeziences 119

6; Keep employers informed about legal aspects of
work !.1:2>erience 121

7; Evaluate prrt.:,rmance 123

Coordinate .;:uent termination and relocation in
training stations 127

9. Complete forms and records 131

10; Coordinate work eNrience fo: special needs
. students 135

11. Provide program for orientation and development
of traitliny sponsors 137



AREA OF RESPONSIBILITY: Coordination

TASK: Locate and Evaluate Training Sites

EXPLANATION OF TASK:

WON.. .1M/NNO.

A training station is an'actual work site that provides on-the-job learning
experiences for students. The coordinator is responsible for locating
prospective training stations and determinipg whether they can Orovi,'s '
students with experiences and skills which are relevant to their carel:r
objectives:

Coordinators should identify training stations throughout tht; scAool year;
Some districts provide extended contracts that allow time for fully
'evaluating each prospective training station; A training station prospectus
should be filed for each training station under consideration;

Training stations must be systematically evaluated to determine whether the
training matches with the student's career objective and instructional
program; Thote sites that fail to meet quality standards should be improved
or dropped from the Iist of training stations.

REFERENCES: FORMS NEEDED:

None I; Training Station Prospectus
2; Cooperative Vocational Education

Evaluation of Training Station Form



CHECKLIST:

1. Using the resource directory (A -12) as a guide, identify potential

training stations that satisfy the career objectives of students.

2. Devel,...1 a training station prospectus on each potential training station.

3. Elini%ate training stations of apparent law quality and unrelated to

instructional programs;

4. Using the training station evaluation form, evaluate each training site.

5. Select training stations that offer the most strengths as determined by

an evaluation.

EVALUATION:

The quality of training site activities: for all work experience students

reflectst. . efforts of coordinators in identifying and selecting stations

that meet career objectives.

et

O

Ga.



Company Name

Address

TRAINING STATION PROSPECTUS.

Phone

street and number city zi
o

Name and title of contact person

Type of trainihg station

Distance from school'

Number of employees

Entry level jobs available for cooperative education enrollees:

Sk.ills required for entry:

Date of_ initial contact

Was. a training station established
)

If not, why

Date of subsequent, vi sitations

Degree of interest shown by training station

0-
,

It is the policy of the school district thatthat,n person on the basis of rac,`
color, religion, national origin.orlincestry,_a e, sex, marital'statusor
handicap should be discriminated against, excluded from participation in,

denied the benefits of or otherwise be subjected to discrimination in any

program or activity. .
i

9l



CO0P-ERATIVE-VOCATIONAL EDUCATION EVALUATION OF TRAINING STATION FORM_

Name of Busines

Address of Business

Contact Person

Title of Contact Person

TelephoneNumber - Type of BusineA

Date
I.

THE TRAINING STATION/EMPLOYER:

1; Relates training to the career objebtive of the
student-learner

.

2. Shows an interest in providing instruction for
the student-learner while he/she is on the job

.

3. Expresses the desire to provide learning experiences
. which are comparable with the student -learner's
capabilities and interests

4

4. Inglicates the desire to assist -in the .development of
a training plan for the student-learner

_

Provides time for periodic conferences concerning the
.student-learner

Works-closely with the student-learner or provides an
employee who has.the technical and personal qualifications,
understanding,'interest and time to offer guidance and
instruction to the student:'

7. Provides a safe and accessible environment appropriate
and beneficial for a student-learner

8. Provides reports pertinenttothe Cooperative Vocational
EducationProgram: attendance;_evaluation of work skills;
personal growth and development of Positive employee traits;
etc.

v.rs

YES NO

:10

100



'Observes all state and-federal laws relating to
the employment of studgnt-learners

10. Uses safe and up-to-date equipment

11. Observes federal and state safety laws, Aple,,
regultions'

12. Agrees to a work/school 'schedule appropriate for the
student/learner

13. Agrees to pay the student-learner wages commensurate
with otfter.entry-level workers

14. Demonstrates non-discriminatory hiring policies and
employment practices

OVERALL EVALUATION:

ACCEPTED:

WHY:

c.

41

REJECTED:

WHY:

"It is the/policy of the school-dfStrict that no person on the basis of race,
coJor, religion, national origin or ancestry,age, sex, marital status or
handicap should be di'scriminated against, excluded from participation in,
denied the benefits of or otherwise be subjectedlo'discrithination in any
program or 'activity.

101

.11



S
AREA OF RESPONSIBILITY: Coordination

. .

TASK: Visit Training Stations

EXPLANATION OF TASk:

Site visits are Important for a successful work expeDience program. Their

purposes are to:

observe students at work.
discuss with the sponsor the student's duties and performance.
evaluate student's progress. _

`evaluate safety conditions in the training station.

Guidelines for allocating time to site visits are: r .

1-22 s aents
23=42 st Tents
'43-59 students
60-75 students

5 hours/week or-average
10 hours/week or=average
5 hours/week-pr average
20.hours /week OF average

13 mihute/studentNeek
14 minute/student/week
15 minute/student/week
16 minute /student /week

A record of coordination visits Llould be prppared for accountability
purposes'and to serve as a reference for the coordinator to plan the
visitation schedulp.

'REFERENCES:

None

FORMS NEEDED:

1. Business/Industry VisitatiOn'
Schedule

2. Coordination Log
3. Record of ViSitS for Individua

Training Stations

103

100

Y.



'CHECKLIST:

1. Determine percentage of time that should be spent visiting the work site:

/ Calculate total work time (per week) to be spent in visitations;

3. Datermind the reasonable'number of visits that-can be completed within
the total time allocation.

4.
Develop,a schedule'(weekly monthly) to insure that all work experience
stations will be visited'reguAarly.

schedule visits with train ing station sponsors end identify the major
purpose for the visit;

6. Conduct gite4visits.

--review student's tasks;
=.-.N-check to see if dress is appropriate.

--identify student strengths tind weaknesses on -job.
-discuss additional training activities needed.

- -ask for recommendations on related class._i

1
7.ComplAte-a coordYnation log form.on site visit for'accountability

purposes and for-future scheduling of visits.
4

8. Record of visits to individual training stations should include:

-name of business
--address .

--telephone_number
--date of Visit
-7purpose of visit

ofcontact
-7positioniof contact
--next call date :

EVALUATION: '

tpe average amount of time/per student/per week can lie calculated from log
). records and compared to recommended standards..

A

101

104.
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O

'04

COORDINATION LOG

SCHOOL

4

COORDINATOR

PERIOD FROM. . 19 to 19-

.

DATE PLACE AND_ PERSON VISITED PURPOSE OF NUMBER
TRAINING STATION/JOB CQORDINATION OF MILES
SPONSORS VISIT DRIVEN

TOTAL NUMBER OF STUDENT=LEARNERS VISITED-

TOTAL NUMBER OF TRAIgING STATIONS/FIRMS VISITED

TOTAL NUMBER OF MILES DRIVEN
.%

COMMENTS:

SIGNATURE:

k

4

It is thepolicy of the school distriCt that no person on the basis of race;
cclor, religion, national origin or ancestry; age, sex, marital status or
handicap should be escriminated against, excluded from participation in,
denied the benefits of or otherwise be subjected to discrimination in any
program or activity.

r
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4

BUSINESS/INDUSTRY VISITATION. SCHEDULE

Cooperative Education Coordinatot:
Name-

For the, period beginning = 19 to' 19

2

1

-DATE TIME TRAINING STATION VISITED

.

PURPOSliOF CALL

,..

. 4.'

. . .

.
.

.

. .

. .

.

..

.

. .
. .

_.
. .

. .

.
.

. . ,

- .

J,
....

.
.

.

4.

1

Signatdr

If is the policy of elle schodl dittrict that no person on the basis of race; color',
"'religion; national origin,or ancestry, age, sex., marilmabistatus or handicap should

be discriininated against; excl,pded fi-Orn participation in., denied the benefits of or
otherwise be subjected to dlicrimination itLanyT.rogram or activity. 11



t

RECORD OF,VISITS. FOR

INDIVIDUAL TRAINING STATIONS

A

_Pumas* of call _

BUSINESS: Telephone:

ADDRESS:

Namos-ofContmmt

-9-

PositiOn

Comments:

a

S.

104
307



5'

AREA OF RESPONSIBILITY:. CG:oidination

TASK: Complete Training Agreementg

EXPLANATION OF TASK------

The training a§reetentASS written agreement developed cooperatively between

the-employero coordinator; student and parent;

It outlines the responsibilities of.the employer and student and the'legal

conditions Of eliployment. It defineS what is expected of each of the parties

involved in the agreement.
-3

A training agreement should include:

a career interest or oOlective of student.

job activities..
related vocation instruction.

co responsibilities the employer, Student and coordinator.

o duration of tralning peri
co -minimum andaaximum hourb of work- per week.

1, .daily hours to beworked. t.

beginning Wage.
1/ special learning objectiVeS.

4A

training agreement e---511Shes a relationship between the student and

employer. ,It defines he expectations for an* interested parties in concise

terms;

Each party should receive a written and signed copy of the agreement.

S

{4.

ti)

REFERENCES: FORMS NEEDED:

None Training Agreement

105



CHECKLIST

1. List employer name, address anetelephisne number.

2. Identify Federal Hazardous Work Order Deviation, if appropriate.

3. Identify the training station supervisor.

4. Determine the starting date for employment.

5. Identify insurance provisions for the student.

6. List the student's name, address; telephone number; social
number, drivers license number; age, grade, birth date and
completion date.

security
expected

Determine the rate of pay. daily time schedule and weekly maximum work
hours:

8. Identify the student's career objectiiie.

9. Identify job tasks and activities to be received at the training staff

JO: Identify related vocational training to be Completed in school.

11. Identify employer's responsibilities to the program.
j

12. Identify student's responsibilities to the program.

13: Obtain signatures of the student, employer, parent and coordinator.

14. Piovide,a copy of the training agreement to the student, employer and
parent. .

EVALUATION:
a.

Filed-copies of training agreements for all students on work experience.

106

110

a.
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Cooperative Education Internship

LEARNING\ AGREEMENT

Placement Begins . \, Dids-

Depar ttrie:h.

Oregon State UniVersi

STUDENT
Last Name First

Address .
Phone

Permanerii Andress Phone

s.s.#: Age , Sex major

Class Standing: Freshman ^l Sophomore 17. Junior 1---J Senior;, Gtad

CCOP AcEkiEur
Placement Site Job Title

Supervisor/Employer Title

AddreSS
-1--

Payment: Wary ' Coop Stipend: Work Study C=71. Non-Pay! (Pevper_ma LHrs. per wk.

Phone\

UNIVERSITY
Faculty supervisor Department

Non-Credit Credit. COurseiSeq: * NO. of Credits Colto Credits to Date
\-

JOB DESCAIPTICN: Write a brief description of your employer's mission; your role, and enumerate your specific

duties. (Use a separate sheet of paper, if necessary and attach.)

UEATtlING OBJECIT'QES: List what you want, to be able to do by the end of the quarter. (At least three.)

LEARNING ACTIVITIES: What reading; writing, and on- the -job intervieWingyod'do to accomplish the learninq
objectives listed above?

0

'EVALUATION :_ What evidence will you provide_to your facultTspcbsor to document that you haVe achieved your learning
objectives? List dates :when you will meet,with your faculty,sponsor for consultation and evaluation.

Your.signature means you have read and agreed to this contract. This agreement may be terminated by the student;
Faculty Cbor *nator, or th0 employing organization upon receipt of two-weeks Written notice: _AII_signatures are
required for the Learning Contract to be valid and in force. Retlrn all five copies CO yotit Taoilty Cairdihatar.

Coop Student Date Placemet Site supv/Eip Date,
. _

Faculty Advisor Date Faculty Ccord Date

*Copies: Student - White Student's Advisor - Green, Coop Office --Canary Placement Site Supervisor/Empialer.- Pink
Faculty Coop Coordinator - Goldenrod 1 0

*For future NCR's.
\..7

1 83
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COOPERATIVE WORK EXPERIENCE AGREEMENT ;
TERM 0 0 -/0

Fall Willy* Spring Summer . Date

3

Name SSN CWE Program

Mailing Address City Zip Phone

has permission to register for and will receive Creditt ( clock hours/ hours per week) bf

Cooperative Work Experience TLN upOri successful completion of the work experience with:

Name of Firm or Agency supervisor at Work Site

Address City Phone

Type of Mirk Experience

Wager_ r
Unpaid 0
NorMal Work
Flours
Seminar

0 Full time GI Bill?
0 Part time 0 Yes 0 No

WiDekers Compensation paid by
O Employer
O LBCC -CWE
0 WORK STUDY
0 Other
O NO Coverage

Pfevibus CWE Credits+
'Total
Lett term
CWE Credits Received

or

Student .

I agree to work as shown above to receive CWE credit. I will keep the CWE Coordinator informed of anychange In my
Work status. In order to receive academic credit, I must be enrolled in a CWE related seminar,

In compliance with the Federal Family EdUattibti Rights and Privacy Att of 1974, I authorize release of school records and
other retbrdS__maintained by the Cooperative Work Experience Office and pe4sonnel in connection with the Cooperative
Work Experience Program. It is understood that such information will be discussed only with potentialymployers orfaculty,
and that such persons will be enjoined from releasing this infarmatibri to any third party.

Emplo4er \
I will employ the student as desCribed in accordance with compapy rules and regulations.This student wilt receive credit,for

.the satisfactory completion of the above CWE course. Although tflis is not irtended to be a binding employment agreement; if
any difficulty shoulda rise I will contact the coordinator and te9 to resolve the issue I t the student is a participant in a nonpaid
work eXperienCe LBCC'will provide Workers Compensation Insurance Coverage for work related injury only, It is the
employer's responsibility to comply with all State and Federal health and safety regulations.

Routing . tk ,
. e

The original of this form must be signed by all partqe and returned to the CWE Coordinator Or CWE Office: The second
(yellow) copy is the employer's I ,

.

Linn Benton Community College is an Equal O_POrtiiiiity/Affirmative Action/Section 504/Title IXInstitution,

N

Employer

108
CWE Coorch ator
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,7,- COOPERATIVE WORK EXPERIENCEo003. so TRAINING AGREEMENT

-.dent Employee: Birth Date Age

Student Addreisf Telephone

Social Security No Rate of Pay.

Training Station: Telephone

Training Station address:

Immediate SUperVlior: (- Position.

ReportT.ime. Departure Time Hours worked.per week

Student...lob Title: Cluster Area

The Student-Employee agrees to:

1. Keep regular attendance both in school and on thejob, and will notify the school and employer if unable to report: Student
should not work on any.school day that he/she fails to attend school.

2. Show honesty,-punctuality, courtesy, a cooperative attitude, proper health and grooming habits; appropriate dress and
willingness to learn. lb

3: Consult the coordinator abotit any difficulties arising at the training station....
4. Conform rolhe rules and regulations of the training station.
5: Furbish the coordinator with all necessary information; complete all necessary reports; and keep a daily record of time.
6. Arrange own transpOrtation to and from training station.
7. Abide by conditions Outlined in the CWE student handbook.
I realize that failure to comply with all rules and regulations associated With the CWE Program may result in my removal from

Program..

udent Employee's Signature_ Date........ ...............
The Parent agrees to:
1. Encourage the student employee to effectively carry out, duties and res sibilitiet.
2. Share the responsibility for the conduct of the student employee while in the am.
3. Be responsible for the safety and conduct of the student employee while traveling to And from the school, the training_

station and home: ",

1 herebysive my consent for -- to participate in the NCSD Cooperative
Work Experience Program duringYbe current school year. I agree to cooperate by keeping hiM/her on schedule and to help
develop enthusiasm and good work habits.

,

Parent/Guardian Signature Date

The Employer agrees to:
1. Adhere Wien federal and state regulations regarding employment, insurance, safety, child labor laws, minimuni wages and

other applicable reSulations.
2. Provide the student employee a variety of learning experiences related to the occupation.
3. Consult the coordinator about any difficulties arising at the training station.
4. Assist in the evaluation of the student employee and provide time for consultation with the coordinator.
5.'EMploy student employee at least an average of fifteen hours per wee

Employees Signature Date

The School agrees to:
1. Provide a work experience coordinator/instructor to visit the training station when necessary.

ssist employer in solvintany,problems relating to the student employee's work experience.
Assist employer in planning meaningful experiences for the student employee.

4. Grant one semester of cooperative work experience credit after satisfactory performance of duties as determined by the
coordinator and the employer

. 'Coordinator's Signature Date
White copy DistiWt CWE Coordinator 1 Ville* copy CIUSWWICtier Pink copy student Gold copy employer/supervisor

113
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WORK EXPERIENCE TRAINING AGREEMENT
CORVALLIS SCHOOL DISTRICT

Student Name SChOO1 Date

Address Phone Grade e
__

Birchdace SOtial Security = Work PEtrmic _Yes No

Agreement Per. to Teacher/AdV . Vat. Program

Employer (works) Supervisor
(----..

Employer AddreSS

SAIF paid by School Employer

Contact Class Instructor

Phone

Work Experience credit will be authorized upon the student's successful completion of
contact class.

The Student agrees co:

1. K000 regular attendance both In school and on the job, and not work,on any week day

that s/he boos not attend school; unless absence is authorized by sch'ol authorities;,
noeifv_ employer and vocational trainer by phone or message if s/he is unable to report

as scheduled.
2: Use proper work habits. This includes showing honesty, punctuality, courtesy, a

cooperative attitude; proper iialth alit grooming habits, good dress nd willingness

to learn.
3. Consult the vocational trainer -coordinator aboUt any difficulties ar sing at the

:raining station.
4. Conform to the rules and regulations of the ri.ratn.'ing

Student Signature: Dace

The Vocatibnal Office agrees to:

1. Train the student until s /he is independent o the job;

2. Visit and evaluate the student's progress at the training station.
3. Help the employer plan meaningful experiences for the student.
4. Help student relate classes to work experience.
5. _Grant work experience credit after satisfactory performance_f job duties,and com

pletion of academic requirements as determined by the Work Experience coordinator,

the employer and che_scudent's contact class instructor.

Voc. Staff Signature: Date:

The Parent agrees co:

1. EnedUrag th0 student to effectively carry out his duties and responsibilities.

2. Share the tOsponsibilicy for the conduct of the student: while inthe program._
Be tosposible for the safety and conduct of.che student whileS/he is traveling

to and frOm school; the training station, and hOme.

Parent Signature:

The TralnAn_gp_onsor agrees to:

1. Try_ta employ the student approximately hours each week during the training

period.
2. Conform to a--!federal and State;regulacions regarding employment, safety, child

labor laws; minimum wage (if appli_cable) and other- -pertinent regulations.

Date:

3. Consul[ the voc. trainer coor about pro ems re ate to work experienc

4. Peavide meaningful work experiences Eor the W.E. Student._
'5. Provide time for consultation with the voc. trainericobrd; concerning the student.

Employer Signature: Date:

114
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AREA OF RESPONSIBILITY: Coo rdination

TASK: Complete Training Plans

EXPLANATION OF TASK:,

The training plan helps to organize 'the classroosinstruction_and correlate
it with the training Station experiences.. Checklists that define the skills,
knowledge and attitudes requiredCare helpful for training plarirdevelopment.
Many such chealtsts have been developed to keep student progress records.
The coordinator and sponsor can record training plan responsibilities for
specific tasks on the skills card. That same record cantle used to evaluate

studeht progress.

A training. plan must focus on student's career interest and career .

Objectives. It0ahould include: :

a statement of a career objective.
a list of planned learning experiences.
identification of on-the-job experiences that need to be correlated with
classroom instruction.,_
a record of the student's proficiency level.

A training plan is moie detailed than the_traiding agreement and is directed
at the delivery_of instruction to the work experience student; A good
training plan might be described as an individualised lesson plan for work
experience students# including the planned learning activities for both
ii- school instruction and job-site experiences.

Example training plans have been iAcluded in Chapter VII of41is guide;

a-

REFERENCES:

None

FORMSNEEbED: -

Training Plan Form

115
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CHECKLIST:

1. Develop or obtain a skills card, skills checklist, task'inventory or
other documents that identify the skills, knoWledge and attitudes needed
for entry-level employment An the specific occupational area.

2. Have instructors identify which of these will be developed in their
insgtuctional prbgram.

3. Meet with the training station sponsor and have them identify skills,
knowAdge and attitudes that Tan be developed at the training station.

4. Identify those skills, knowledge and attitudes that will not be developed
in the related class or at the work station. (This can be the basis for
rotations in work stations.)

5; Complete the information_odithe training plan form.

6; Duplicate the training plan and provide-copies to the studenkand
training site sponsor.

Utilize the training plan as "blueprint". for delivery of instruction.

S. Revise the plan if necessary.

EVALUATION:

Complete training plans (on file) for each stlideht in the work experience
program.

112
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SUGGESTED SCHOOL YEAR TRAINING PLAN

Student/Trainee

Date of

Address,

Telephone

Student

Student

6 010F

Training

Training

Title

Address_
\

T

rdinatdr

S hool

Station

Sponsor
/

Orih

.

.
_

No.,( I

40 ._
Job Title oneNts"

\,__ 1_

Career Interest
, 1..

.

.
.

Task
' No;

,

LEARNING ACTIVITIES
.

Duties and Tasks

Learning
Locations
TS
v.

LAB
ve

._
Sept:,t

n Ott.

1
Nov;
Dec.
Jan.

_Feb_.._

March
April

.

May
June

.

A PERFORMING ADVERTISING ACTIVITIES:

1 Demonstrate_- knowledge of store adVer=

tising activites.

2 Describe advertised merchandise to
customers. Ag

11__ COMMUNICATING INFOINATI

1

1 Give verbal presentations.

2 Llie telephone correctly.

3 Demonstrate business4like introductions.

4

1-----

Complete written forms and reports.

5 emonstrat? listening skills.

6 Participate in employee meetings.

7 Keep confidential certain store
information.

luggest.change to management.

9 Dittribate store information.

.

_

C DISPLAYING MERCHANDISE:.

Plan. counter, window and interior
displays;

2 -Build counter,ridow and interior
displays. .

3 Perform display housekeeping.

DeSign and letter signs;

5 Dismantle displays.
i



Task
No.

LEARNING ACTIVITIES

D6tiet and Tatk

Learning.
Locations

;,i,!

LAB

s?

;

Sept.
Oct.

.

Nov.

Dec.
Jan;

Feb.
"arch
foril

May
June

_ D __

_._

_APPLYING HUMAN RELATIONS SKILLS:
_

;I

._.
Demonstrate positive personality trajts.

2 Participate in kudent organizations
'and/or local business organizations..

...

3 Answer customer inquiries.

.

MANAGING STORE FUNCTIONS:-
.

1 Assist with training of other employees.

2 Encourage employee morale.

------._:31 Follow store policies and procedures. ,-,

4 Follow lines of authority within store
plan.

,

. 5 )'' Organize job tasks.

6 Place stock within a department.

7 Explain customer services and facility
locations.

lI Practice expense control.

F USING MATHEMATICS:
ti

1' 'Perform basic mathematical comptdations.

2 Make change.

3 Urite sales checks.

4

_. ..

Compute tales tax.
.

5 Operate a cash register/terminal.

6 = Examfhe and proOess a check sale.

7
..

Process a charge sale.
.

Process customer returns.

9 Check out cash register/terminal.`
.1.

PERFOMINGAERCHANDISING ACTIVITIES:

1 Count stock.

2 Place an order. . .

3 Comparative shop. .

.

118_
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AREA OF RESPONSIBILITY: Coordination

TASK1' Correlate In-school Activities With Training Station Experiences 5.
-J

EXPLANATION OF OF TASK: 4

The coordinator: is responsible forplanning and condutting related-vocational
idstructionto meet the occupational needs of students.

In some.cases, such instruction is conducted through establ ished vocational
classes which relate directly to the student's occupational objective. Other,

programs offer seminars in job search techniquds, emjloyee /employer
relations, human relations, safety, personal skills and communications. The
coordinator muse evaluate the related instruction available and make sure
that the students are fully prepared for employm4nt.

.t"

Successful c- oordination depends on the coordinator's ability to work with the
occupational' instructor in correlating the in-sche+ol experiences with the
(activities/Of the job site. Without the help of the occupational
instructors, .the coordinator swill be shortchanged in developing the full
potential of the program. Cooperating instructors phduld be regarded as
addition Al staff resources for the work experience'program,-

Checklists of requirements_for entry-level employment-provide a souneba-
for coordinating and correlating in-school activities with training station
experiences.

r\

REFERENCES: FORMS NEEDED:

NOne
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CHECKLIST:

1. Review training plans of enrolled students:.

AL
2. Ask advisory committee members to participate in related class activities.

3. ReVIew appxopriate task analy s in the occupation for Which.the student
is being trained, and identify gaps in the program.

4. Collect suggestions'for related struction from sponsor and student
during visits to the wining station. .

5. Uge individualized approaches to meet the needs of eachHstudent.-

6. Monitor the related instruction and training station activities through
the skills checklist toihavotdhaving large areas of deficiency in the
total training program --

1 o

EVALUATION:

Student progress evaluation is the best indicator of 'whether on-job
experiences have been correlated with related instruction.

120



AREA OF RESPONSIBILITY: Coordination

TASK: Keep Employers Informed About Legal Aspects of 'Work Experience 6

EXPLANATION. OF \TASK:

The coordinatoris responsible_ for informing.training station sponsorsabout

Oregon laws.rules and regulations that relab0 to 4he.effiploymentiof work

experience.students; Also. the coordinator is restionsiblp*forR§eping_

employers informed about federal lavii that-Affett_work expeiience students;

Listed below is some legisiatibn that affects employment of. students:

chiI&labor laws
.4azardous occupation ordert
work permit requirementS
minimum age laws
minimum wage laws
subminimum wage laws
insurance requirements

-workers' compensation

TFM coordinator Should remain cuxrent.on the legal requirements of work

experience and share this knowledge with the.traintng sponporb. Thit will

alteviate employer concerns about the legal and fiscal responsibilities of

being involve the work experience.piogram.

ortatiOn on current 'laws, _rules and fegulations that affect work

experience are.found in ChOter IV of this guide:

REFERENCES:

Chapter IV

FORMS NEEDED:

4 :

None

.)
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CHECK .IST:
- .

1. Mainthin an up-to-date file of federal and state laws, rules, regulations
and orders that affect stud 1.q*rk.experience including how they
affect your local program:

2. SiMplify,reldvant information and share with employers;

3 Respond tozinquiries from employers and provide them with interpretations
of legal requirements;

-4; Attend Sem s and insdrvices that explain of update legal, A'

requirements: Share this, new information with sponsors.

EVALUATWN:

The level of trustibetween employers and the coordinator is based upon the
ability of the coordinator 'to provide up- to- ,.ate- legal information-and
reflects their confidence in the coordinator's ability to avoid legal
entanglements that arile from the employment of students.

0 4
e
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AREA OF RESPONSIBILITY -1 'Coordination

TASK: Evaluate Rtildent Performance 7

EXPLANATION OF TASK: '
S

Coord&itors should visit each training station periodically to evaluate the
student's pr gress. Evaluations should include the training station

supervisor _the Student in a joint conference wick the coordinator.

Together they uld determine:

whether the classroom_inserUcticin and work experience is meeting the

objectives of the training,plih,.
._

el. whether the student'S needt and expectations are being -met:

if the training plan_ot related_ihstruction needs to be altered.

whether the student is meeting the expectationsHof the employer.
..

. . . ?

The dba149tion should identify ittength4.and weaknesses in student

performance and define areas Of needed improvement;

A follow-up conference be:tWeen students and toordinatoeshould be
to review the eliakuStion results. If necessary, students mustbe
to improve their PErformance at the tgining station.

4ft
On-site obServationt of student performance should be conducted

weeks at-a minimum. Evaluation should be made at the end of ea

grading period.

cheduled_
ncouraged

very four
nine-week

REFERENCES:

None

//- FORMS NEEDED:

EMployee*Progreseleport
Evaluation Form .

12;



CHECKLIST:

1. Hold.a joint evalulation conference With the student and training sponsor.

2.c Identify strengths and wea tsses in the student's performance.

3. Determine additional traini activities heeded by the student,

4. Conduct a followup confer nce with.tpe student to review performance
evaluation.

.EVALUATION:

Filed copies of student performance evaluations are evidence of completion of
this job.

.i2 0
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NEWBERG HIGH SCHOOL
CWE Student Employee Performance Review

Date: Hire rate:

Student Name: Work Station:

Dept: PosWon: supervisor:

Evaluation Period: From: to:

I. JOB PERFORMANCE
1. 'QUALITY OF WORK

a. ( ) Maintains very high quality standards..

b. ( )Does b completely and thoroughly.

c. ( ) Satisfa tory_performance.
d. ( ) Sometimet requireS reminding on the quality of Work\pditormed.

e. ( ) Quality Work .beloW our standard.

2. VOLUME OF WORK
-

_

a. ( ) Unusual1y high outputmeets emergency deiaands well.

b. ( ) ConSittetitly turns out more than average.

c..( ) FinisMs allotted amount.
c. ( ) Dbts not carry fair share.

3. KNOWLEDGE
A. ( ) Excellent knowledge of assigned and related jobs.

b. ( ) Has mastered all phases of assigned job.

( ) Good, but needs Ainovement.

d. ( ) Limited 4nderstanding of assigned job.

e. ( ) Unsatisfactory level of Rib knowledge.

CAPACITY
1. ABILITY TO LEARN

a. ( ) Learns with exceptional rapidity.

b. ( ) Grasps instructions readily.
c. S ) Average ability to learn new things.

d. t.) SomeWhet sloW,in learning.

e.'( ) Limited in learning new duties.

.

2. INITIATIVE AND RESPONSIBILITY

'a. ( ) Seeks additional work and responsibility.

,b. ( Puthet Work throug own initiative.-

c. ( 1 Normal Supervision'requirbdnot a self starter.

d. ( ) Reeds considerable supervision.

3. JUDGMENT
a. ( OutStandlipg ability to reach sound and logical conclusions.

b. ( ) Action generalli based on good reasoning.

c. ( ) Average judgment.
d. ( ) Usually makes decisions Without considering all alternatives.

e. ( ) Poor judgment.

125
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III. ATTITUDE. TOWARD JOB
1. INTEREST

a. ( ) Shows intense'enthusiasm and interest in all work.
b. ( ) Shows interest-enthusiasm is not sustained: '

( ) Passive acceptance-rarely-shows enthusiasm.'k
d. ( ) Ahows rittle or no interest.

2.

-

ATTENDANCE'RECORD
a. 0 Always on time and dependable.-
b. C )-Shows responsibilitytoward regular attendance.°
c. ( ) Occasionally 1ate or absent.
d: ( ) Often late or absent or health seems to preClUd regular

attendance (eiplain).

7"T. USA OF EQWPMENT AND SUPPLIES .

a; ( ) Superior use of equipmpntii.and supplies.
b. ( ) Exercises care; -..

c; ( ) AveKage in use of equipment and supplies;
) Encounters difficulty in this area;'

IV. PERSONAL QUALIFICATIONS IN RELATION TO THE
REQUIRMEWTS OF THE 30B

1. PERSONAL GROOMING
a; ( ) Neat and in good-taste.
b;_( ) Neat, but occasionally dregs is not appropriate for work

station
c. ( ) Sometimes careless about-appearance;
d. ( ) Untidy. xf

2. TACT. AND COURTESY :

a. ( ) Tactful And considerate of others.
b. ( ) Occasionally untactful and inconsiderate.
C. (') Cooperates reluctantly or sometimes causes dissention.

3. OBSERVANCE OF CONFIDENTIAL NATURE OF WORKSTATION_
a; ) Respects the confidentiality of the work station.
b. ( ) Inconsiitent in observing confidentiality of the work station.
c. ( ) Careless: tends to violate the confidentiality of the work 7

station;

Comment:

Signature of Student: Signature of Supervisor:

Approved by:

Please return one copy to MRS. GOLDADA MEHRER, COORDINATOR, COOPERATIVE WORK
EXPERIENCE. NEWBERG HIGH SCHCOL, ELLIOTT ROAD, NEWBERG, OREGON 97132.
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AREA OF RESPONSIBILITY: Coordination

TASK: Coordinate Student Termination and Relocation in Training
Stations

C

EXPLANATION OF TASK:

Students sometimes lose their work experience jobs for_one of_several
reasons. Training stations may refuse to_follow a training_plan, they may
lay off workers or there may be a'personality difference between student and

employer. Regardless of the_reason, it is a_general policy to relocate the
Student at another work station. :.The relocation of students should occur-
after the student, parent, coordihator and employer have agreed to a change
in training stations.

For_the protection_ of_ all persons_concerned with termination and. relocation,
a-Witten policy should be adopted to cover the various reasons for a
transfer.

Sometimes students are transferred to other training stations in order to
improve_their training_opportunitieS; The coordinator should carefully weigh
the merits of both training stations before recommending this type of
relocation. It can have implications for future placement' opportunities for
the student.

For protection, of employers and the school districti a school policy should

define the procedukes for termination of students;

When training_is Interrupted for any reasoni the coordinator Should attempt
to relocate the student tnto,another training station;

REFERENCES: FORMS NEEDED:

None Student Transfer Form



CHECKLIST:

1. Develop a set of written procedures for termination of students in
training stations.

2. Arrange.a meeting with the sponsor Ind the student in conflict or decide
if termination is final or if student can be reinstated Upon meeting the
conditions of employer.

3. Determine if the job should be terminated or if the situation ran be
resolved.

4. If termination is the only solution, discuss the reasons.

5. Determine if sponsor wants to continue the program.

6; Reassess the student's career interest.

7; Discuss the student's strengths and weaknesses.

8 Write a new training agreement with the employer in a new training
station.

9. Have student complete the termination report.

10. Have student write a report on experiences on the job.

11. Establish student in a new work station.

EVALUATION:

A coordinator has performed well if the of -training station asks for a

replacement for the student that was termin ted;

o
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STUDENT_TRANSFEk FORM

Student-Learner

Present Training Station

Transfer Date

Present Training Sponsor

New Training Station

New Training Sponsor

REASON FOR 'TRANSFER:

COMMENTS:

DATE SIGNATURE
Coordinator

It is the policy of the school district-that no person on the basis of
race, color, religion, national origin or ancestry, age, sex, marital
Status Or handicap should be dfscriminated againstexcluded from par-

Aaa;aA +Mtn kallafite of nr n+harwica ka enkiar+ael +/-1



AREA OF RESPONSIBILITY: Coordination

TASK: Complete Records,and Forms 9

EXPLANATION OF 'TASK:

The work experience coordinator must keep many records and fill out a variety

of forms. Most of these forms are standardized and require a minimum of

explanation. Because recordkeeping is a time-consuming job, coordinators
must develop their own techniques for completing the necessary records and

forms. Some of the commonly used forms are provided in this guide under

appropriate sections. Others are found in the following pages. Some common

records and,forms are:

training station prospectus (C-1)
training station evaluations (C-1)
student transfer forms (C-8)
student evaluation forms (C-7)

4 ,training.agreements (C-3)
training plans (C-4)
visitation schedules (C-2)
coordination logs (C-2)
wage and hour record (follow this job sheet)

targeted lob credits certification.
eligibility determination worksheet--TJTC (Chapter IV)

the-abOve listed forms are found in this guide. -Most of them are
included with the appropriate job sheets as r ed above.

REFERENCES:
-

FORMS NEEDED:

None All ficirms litted abOve;



CHECKLIST:

1. Maintain a filing system that will allow reference to:

--coordinStor's activikiesi schedulesi logs
--on-the-job file for each student
--work station file; prospectus; evaluation

2:Organize student information for;quick retrieval.

3. Keep a supply of blank forms for each record to be psintained.

Review files periodically to remove items that are pot needed.

5; identify_fedeiali State and local school district policies as to the
information that can be kept in a student file;

EVALUATION:

' A flifictional system for keeping records on a
offers quick retrieval of information.

127.
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9

STUDENT-LEARNER'S WAGE AND HOUR RECORD

FROM 19 to

STUDENT-LEARNER

TRAINING STATION

TRAINING SPONSOR

DAY HOURS WORKED RATE TOTAL E NINGS

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY:

SATURDAY

SUNDAY

TOTAL
FOR WEEK

COMMENTS:

DATE: . / STUDENT-LEARNER:
situummu:

It is the policy Of the school_district.that no person on the basis of race,,color,
religion, national origin or ancestry, age, sex, marital status or handicap should

be discriminated against, excluded from participation in, denied the benefits of

or otherwise be subjected to discrimiriation in any program or activity.

4-1



AREA OF RESPONSIBILITY: Coordination'

TASK: Coordinating Work,Experience for Special Needs Students 10

EXPLANATION OF TASK:

The special needs Work experience coordinator and training staff must keep

many records and fill out a variety of forms: on special needs

students must be GIearly laid out to show that the goals on the student's IEP
(Individu-lized Education Plan) are being honored. Sre forms that can be

used are:

work experience training agreement (pages 111-114)

documentation_ form for trainer time (page 261)
vocational skills record (page 263)
trainig data sheet (page 265)

4 iraine -feedbaCk (page 267),
i. social'Worker'Skills4thecklist.(page 269)

annual Cooperative education report (page 161)

:student's wage and hour record (page 133)

`4.: student transfer form (page 129)

The Individual Education Plan (IEP) is the roadMap to successful_coordinItion

f work experience for special needs students.__The_forms are vehicles for_.

completing the IEP. The Ws should be carefully planned to assure optimum
success fof the student:

1

REFERENCES: FORMS NEEDED:

None None

1



CHECKLIST:

1.maintaina. filing7 system that will allow reference to:

-coordinator and trainer. activities, schedules, logs.
-file for each student that contains referrals taken in class or
on-the-job referenced.

2. Maintain log of information, confidential and otherwise, to document
student's progress and. anything that may have influenced student's
progress, '

3. Orga ze student information for quick retrieval.

.4; Keep a supply of blank forms for each record to be maintained;

5; Review files periodically to update forms;

6; Identify federali state andolocal schooi district po)icies as to the
info;mationthatcan.bekeptinastudent_file.

RvkLuiTIou:

Success is based on the Coordinator's ability to develop and carry out the
special needs student's/individualized education plan. g

j

4
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AREA OF RESPONSIBILITY:' Coordination.

TASK: Provide Program -foF,Orientation and Development of Training
, Sponsors 11

EXPLANATION OF TASK:

EmOloyers offer the, work experience student a more realistic exposure to job

supervision than can be oblpined in the home or school setting. However,

they know very little eboueteaching methods and techniques. °Cooperative'
education must involve a level'of trust between student, coordinator and
employer that allows each party to benefit from the skillt of the other two

parties. The coordinator must spend considerable time in Spontor orientation
and development if maximum utilization of training stations is an .expectation.

orientation and development of training sponsors beginS With the 'training

plan and agreement: The coordinator must provide clear eXplanatiOns on the
status of the student in the training station, the meaning of the training

agreement and the importance of following the training plan so that related
instrUction can be correlated_ with training site experiences. The initial

orientation will establish a framework for instruction at the training

station.

The development of training ltation sponsors must be a continuing process

that reinforces the following responsibilities:

o working cooperatively with coordinator
o keeping informed on- related class instruction 4

providing "hands -on "- experiences to students '.

.,5....0
teaching_ specific job skills and technical information

o emphasizing responsibility and dependability to student

o helping students develop a positive attitude toward employment

o fbllowing training agreement and plan

At_tae positive relationship with the. training sponsor grows, the coordinattit

wilt-be able7t0-OffEr-suggettiont7-for-improvingon-the=job.instructiOil. The

tpOngOrtWili'improve their teaching skills and the coordinator will acquire
supervision skills if a true cooperative relationship exists betWeen the

school and employer.

r-

RgFERENCES: FORMS NEEDED:

None None



CHECKLIST:

1. Provide sponsor withan orientation to the work experience program.
Include:

--the status of thd student in the program.
--the purpose of training agreements.
---the use of a training plan.

2. Provide' sponsors with a program that develops their abilities to instruct
students at the training station.

--clarify learn g objectives as often as necessary.
--share instructional approaches that seem to work with specific students:
-offer suggestiOns on working with attitudinal problems..

--help reinforce their basic responsibilities as a'training sponsor.

Evaluate the training stations periodically to identify the needs for
sponsor deVelopment.

4. Plan strategies for continuing development of sponsors.

EVALUATION:

Longevity of a"firm as a training station is determined by the orientation
and development of the training sponsor..

6.4

c
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AREA OF
RESPONSIBILITY: D. PUBLIC RELATIONS

TASKS: 1. Inform civic and busihesi groups

Page.

about work experience program 141

2; Inform student body about program 143

3; Develop promotional brochures .145

4; Prepare in-school displays

5; prepare news releases

.6; Conduct recognition activities for--
employersand employees

a:i
1. Prepare_ annual reporton program

accomplis ents .

33
_139

149-

151

= 155

159
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AREA OF RESPONSIBILITY: Public Relations

TASK: Inform Civic and Business Groups About Work Experience Program 1

EXPLANATION OF TASK:

Coordinat06 ShOUld take all opportunities to speak to civic and business
grOUpSibOUt-WOrk experience education:: By explaining the program; the
cOdtdinattit can establish a positive relationship with the businesS and

indUttry sectors. A positive relationship eases the task of creating
training stations fox work experience students.

A mediated presentation is a'very effective way to provide an_overview of -the

program to civic and business groups; The groups should be allowed to ask
queitions and make suggestions on the development of work eXPetience_ih_the
Community._ If possible; provide brochures or other. bandoutS that briefly

describe the program and provide the name of a contact in the School.

REFERENCES: FORMS NEEDED:/

None None

1A1



CHECKLIST:

1. Inform local civic and business'organizationsaaout the work experience
prdgram through members and let it be known that you are willing to make
presentations to groups.

2. Accept invitations to make a presentation at their regular. meetings:

3. Schedule work load to permit attendance at the meeting:

4; Organize a. presentation of the work 4xperience program that uses examples
and illustrations to:

-explain the purpose and goals of the program;
--explain how the.program operates.
-invite those interested in becoming sponsors to contact the coordinator.
-allow listeners to ask questions.

5; Distribute a handout or brochure that gives brief explanation of the
program.

6. Collect names of members that show interest in further involvement with
the work experience program.

EVALUATION:

The number of presentations and quality of the responses to presentations
will evaluate the effectiveness of the coordinator's efforts with civic and
business organizations.

130
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AREA OF RESPONSIBILITY: Public Relations

TASK: Inform Student Body About Program

EXPLANATION OF TASK:

A positive relationship must be maintained with the student body if we expect
continued enrollment in work experience programs; The image of work
experience will determine whether students enter the program.

A good image can be developed with students through orientation sessions*
planned information programs and recognition for F.;tudent involvement.

A planned information program is more effective than impromptu attempts to
publicize the program. A variety of media should'be utilized in providing
information to students. They include:

local and school newspaper articles on student activities, success
stories and program information._
flyers, brochures, bdlletin bOards and posters.
student presentationsbefore student_groups.
coordinatorpreseniations before student groups.,

4 career clinics for students conducted by employers and work experience
students.

6 employer visits to classes. ..

displays and exhibits at school, fairs and conventions.
personal contacts -by coordinator.
radio and television appearance by coordinator and students;

Information should be_delivered on a planned schedule that provides a
continuous flow of publicity about the work experience programt.

REFERENCES: FORMS NEEDED:

None None

1 Al



cHECKLIET:

1. Identify target audiences within student body.

-classed
-organizations

2. Plan content to be delivered to student audiences, including:

--purpose and goals of work experience
--job opportunities
--credits and schedules
--responsiftlities
-benefits

3; Plan a system to effectively deliver information

--newspaper, radio,_television
--brochures, bulletin boards: posters
--clinics, seminars, oral presentations
-field t resource speakers

exhibitS

4. Plan a schedUle for delivery that allows a continuous flow of information

to students, such as a public relations calendar with information on

activities for each month.

bo student groups. Use:

5. Evaluate,the quality of activities and revise the public relations

calander to offer the most effective delivery of program information to

students.

EVALUATION:

ThiS job can be evaluated by reviewing the public relations calendar that
defines the content, media to be used and timelines for delivery.of program

information to students. The planned activities must be implemented

1
according to the timelines of the plan.

ti
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AREA OF RESPONSIBILITY: Public Relations

TASK: Develop Promotional Brochures

D

3

EXPLANATION OF TASK:

Thebrochureis_a good promotional tool for mass distribution to_parents,
employers and students. It is an effective device for telling the story of
work experience and for recruiting students. and training stations.

Brochures'are usually printed on one sheet of paper with a single or multiple
folds. Graphics; illustrations and logos are often used to enhance a
tsrochure. The content must be clear and concise; covering the fundamentals
of the program:with-a minimum of copy. Yet. it must be comprehensive enough
to attract the attention of all target audiences; If that is not possible; .

consideration should be given to specific brochures for each target audience:-

If budgets permit,,a p rofessional graphics artist should be employed to
design the logo and make the needed illustrations for the brochure.
Likewise, the brochure should be printed in a shop thaeis known for the
quality of its products. Typesetting usually reproduces better than
typewritten masters.

Representatives of each large audience should review the rough draft to
assure that the brochure communicates well. The draft should'be*reviewed for
the following:

understanding of content message
reading level
errors

o graphics communication
format problems

Many_goOd brochures haVe been developed for cooperative work experience. The
coordinator may want to collect several of these and adapt the format and
content to meet local needs. . This would save the timeand expense of
developing a new brochure.

REFERENCES: FORMS NEEDED:

Example brochure None
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,-CHECKLIST:

1. Identify purpose of the brochureand message to be conveyed.

2. Identify audiences to receive the brochure.

--parents
--students
--employers
--administrators

3. Collect samplecbrochures'frowother schools;
-

4. Identify ldgos, photos, illustrations and colors needed to support

message.

5. Write text or adapt material from w_ample brochures.

6. Develop rough draft with graphics/ photos and illustrations.

7. Review brochure with:

6

--students
--advisory committee
--parents
--school administration and staff

8. Develop final draft, based on recommendationt of reviewers.

9. Conduct final review.
4

10. Have printing done at a quality shop.

EVALUATION:

The quality of the completed brochure as deteimined by its content, graphics

and printing will evaluate the coordinator's ability to develop a brochure.

a
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ADVANTAGES TO

THE

STUDENT=LEARNER
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...Develops abilities to work

as a team member

...Supplies the incentive to

learn and apply what is

learned

...Develops self-dependences

lelf-esteems_confidence

...Acquires appreciation for

the roles of the worker

and employer

...Prepares for full-time

employment_

.4quitis experience to

make vcareer choice

.JerMits earning while

learning'

.:.Provides_uglits fcr

Oraduatieh

;0^

0

ADVANTAGES TO

THE

EMPLOYER

1
k

...Provides skilled

learners with positive

work attitudes

.Encourages positive

it. telatiot With

e_educational

commUnitY

...Provides a constant source

of part7time trained

employees

...Provides a source of

experienced full7time

help following.high school

gradualion

...Provides a low cost

training program

emploYees who

quickly learn established

-1410Yer practices

I ft
ADVANTAGES TO

THE

SCHOOL AND COORDINATOR

I I
I I

I I
I I

I I
I I I
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I I

I _/ /
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.iiProvides related learning

experiences for the

classroomilagratory.

.1.Provides opportunities to

work with the employer in

determining a training plan

...Provides opportunities to be

knoWledgeable about

technologicadevelopments-

....Provides up-to-date

facilities' and equipment:

1i
,.;Provides opportunities

to Improve full4tiMe

placement.

...Proiidis oppor ities

to acquire:flnancial

Contributions \

,i.Provides of

the school buildi

'and community

resources
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g
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CO-OP STUDENT

Enrolled in a vocational program

+

....A JOB Related to the vocational program

..,.Minimum of A hors per week

,,.;COOPERATIVE TRAINING

A vocational program

Supervised training on-the-job' _ _

. Coordination between the job and the vocational,pr-ogram
.

Cd-op proVides students with a career interest

and the opportunity to become part-time employees.

The following vocational programs are available to

students in cooperative education:

to Agriculture

Business &.Officeiducation

Health Occupations

Home Economics= Wage Earning

Marketing & Distributive Education-_,

Trade &IndUstry

THE EMPLOYER

'AGREES TO EMPLOY A STUDENT FOR ONE SCHOOL YEAR

Cooperates with the coordinator in:

...Wailes and hours the student will work

wr ten training plan

...A wr tten trainitg,agreement

...Pe dic evaluation of student progress

it is.the policy of the school district that person on the baiis of race, o'er,

religion, national origin or ancestry, age, st., marital status or handitap Shbuld

be discriminated against; excluded -from participation in, denied the benefits of

or other04-be subjected to discriMinatiOn in any'program or activity:

"

THE COOPERATIVE EDUCATION STUDENT

Enrolls in the cooperative education program at the

high school level

Identifies a career interest

Attends school part-time and receives supervised

on- the -jab experience undertctual working,

conditions

Maintains an excellent attendance record in school

and on-the-job

Accepts constructive criticism as an tid to learning

" -

Works in harmony with other emplOyees

Communicates with the employer and coordinator for

a good working relationship

I! uf! V10 4:1 EDUCATION, CONTACT:

r
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AREA OF RESPONSIBILITY: Public. Relations

TASK: Prepare In-School Displays

EXPLANATION OF TASK:
I

Displays are an effective public relations tool for bringing ideas to
students within a school setting. Special observances such as National.
Vocational Week, Spring Fairs and Back-to-School Nights are good- times to
, prepare displays. of the work experience program. Other displays may feature

4 photographs of students in their training_stations, student of the_month,
_etc.' Such displays are updated and. modified regularly.

Some suggested themes for work experience displays are:

students of week/month.
benefits 'of work expgrience to students and_community.

4 aCcompIishMents, of students in vocational classes and youth organizations.

Displays shOuld_be plaCed_i* areas of heavylstUdeht trdffic such as the_front
office,,cafeteria, student lounge.or_asseMbly_hall. Remember to keep the
display current so that it will catch the students' attention.

Students enjoy creating displays that:bring riaognition to themselves and
theik program. The coordinator Should involve the students in planning and
preparing the display, serving as a resource person for ideas-and
occasionally giving direction to. their efforts. preparation of displays is
not a.time-consuming activity for the coordinator if students are motivated .

, and interisted;
,.

r

_REFERENCES:

Wine

FORMS NEEDED:

None

1493,
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CHECKLIST:

1. Identify (in public relations calendar) special obserVances that lend
themselVes to promotional displays, such as:

--baCk-to-school nights
-- career fairs
--National Vocational Education Week'

--class registration

2. Develop ideas, points of view and themes to be included in, displays.

'3. Help work experience students'plan displays_for the school y3ar; such as

student of the wArk or Photos of students atWork.

Identify and secre materialS needed fen display.

5. Determine location for display.

Construct display.

7. Maintain display in good condition throughout the period it is being

observed.

\13. fismantle display and store usable parts for future displays.
,

LUATION:
c

quality of displays can be evaluated by counting the cumber of
promotional brochures picked up by students or the number ofietudent

4\

inquir es and requests for further information.

145
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AREA

TASK:

F RESPONSIBILITY: Public Relations

Prepare News Releases

EXPLANAT N OF TASK:

News reieas \s are an effective way to inform the community about cooperative

work experience. CoordinatorS Should deVelop a working relationship with

local newspapo reporters to that they will accept news items regularly.
They should al contact school newspapers:

Studenta Should p-rticipate in planning and developing news releases
according to timel nes identified in a public relations calendar for the

School year The c rdinator ca&make small group assignments for
preparation of a mon hly news release. The job becomes a learning activity

for the student and f ees the coordinator time to do other work.

News releaSes can.be pr ared on a variety of activities in work,experience
and the related' vocation p6?grams. Photographs of students at work In

laboratories and training tations appeal to a wide audience of employers,

parents and school staff. e topics for press releases. are:,

employertemployee recOgni,ion activities
A career fairs/career days/j b fairs

guest speakers ;

new vocational programs
to 'field trips/job observations

vocational student organizatio activities.

student of the month
student projects
new staff
business and,industry cooperation

The coordinator should keeriC a supply of ress release forms and

*students to each activity that appears to be of interest to the

audiences.'

REFERENCES: FORMS N EDED:

Cooperatiye EdUCatiOn Activity
News Release Guide

Press Releas

151
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CHECKLIST:

1. Develop a working relationship with a local reporter.

2. Check and follow school policy on news releases.

3. Follow guidelines sown in cooperative education activity news release
guide.

4. Prepare news releases on the press release form.

5; Obtain approval to submit a news releas, (as determined in #2).
;

6. Send the news release to, a local newspaper or other news outlet.

' 7. Provide copies-of the news release to:

--administrators
--advisory committee members
--Staff:

8. Follow up to determine how the editor used tire news release.

EVALUATION:

,

Acceptance of news releases by local editors
preparing quality news releases.

.11
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6

FROM:

SCHOOL:

ADDRESS:

TELE. NO:

COORDINATOR:

SUBJECT RELEASE DATE

°

Lis
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D

5

COOPERATIVE EDUCATIOU ACTIVITY NEWS RELEASE UIDE ,IC

Z. Get the who, what, when, where and why of the cooperative education
activity in the first sentence or two. These first sentences are called
the "lead." A good lead,,,eaptures attention: After the lead has been
developed, beginjhe-dttails of the story. Each succeeding paragraph
should be of lets importance.

2. Ute short words and paragraphs.

3. Two sentences make a good paragraph.

4. Use a stapdard letterheid-type format for the news release.

5. Include the school addresS and telephone number.

6. Use exact dates in a news release: October 10, rather than next Friday.

7. Eliminate adjectives in the news releases.

8. Type news releases on 8-1/2 by 11" bond paper.

9. Don't send carbon copies to newspaper editors.

10. Se:sueto keep a copy of the news releases.

11. Leave 1 -4/2" margins.

12. Type double spaced or triple spaced on one side of the paper only.

13. Indent each paragraph at least five typewritten spaces.

14. If the story must run more than one page, write MORE at the bottom of
each page except the last.

15. Always end each page with a complete sentence or paragraph.

16; End news releases with the symbol ################*.

17. Deliver or mail every release so it arrives in advance of the deadline.
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AREA OF RESPONSIBILITY: Public Relations

TASK: Conduct Recognition Activities for Employers and Employees 6

EXPLANATION OF TASK:

Shotqhg appreciation for employett_andstudent employees is an important step

toward building long7lasting rekaiionships between the school and community;
Appreciation ceremonies, Whether in the form of informal breakfasts or formal

1:anquetsi are a pleasant way -to end the school year; They give students a
chance to socialize_with their emplOyers as well as to formally thank them;

In additioni they often add to the sponsors' and administrators'

understanding of the work experience-program; Such gatherings are generally
planned by the Students and prOvide an opportunity for them to organize and

`learn to work together in committees

REFERENCES: FORMS NEEDED:

Sequence of ActiVitieS in Con -_ None

ducting A Successful Employer/
Employee Appreciation Event

155
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CHECKLIST:

1. Hold a general meet.ing of the class or student vocational organization to
discuss the purpose, date, and place.

2. Select committee members and chairpersons.
3. obtain school apprqyal of activity and date.
4. Arrange for a suitable place.
5. Meet with committee chairpersons and youth organization officers.
6. Select guest speaker and confirm date and time.
7: Plan menu--consult with caterer or those to prepare the meal.
8. Get approximate cost figures.
9. Prepare guest list and certificates:
10. Send invitations.
11. Develop bulletin board display or posters to remind students.
12. Plan entertainment.
13. Plan decorations.
,14. Include those accepting invitations on reservation list.
15. Notify caterer of number of people attending the event.
16. Prepare place cards and name tags.
17. Make a seating chart.
18. Prepare program for printing.
19. Rehearse program.
20. Instruct classes in etiquette of clothes, table manners, introductions.
21. Students reheaise introductions.
22. Arrange for pictures and prepare news write-ups.
23.. Rehearse program at site of event.
24. Decorate the room for the event.
25. Hold event.
26. Present certificates.
27. Clean up.
28. Make payment for meal.
29. Write thanklyou letters.
30. Hold evaluation sessions.
31. File committee reports.

EVALUATION:

A well-organized social gathering between students and employers will create
good will and promote a positive image for the Work experience program.

r
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AREA OF RESPONSIBILITY: Public Relations

TASK: Prepare an Annual Report on Program Accomplishments 7

EXPLANATION OF TASK: 4

Vocational programs, including work experience, require records_of
accountability to satisfy state and federal mandates. The coordinatot must
maintain records on students that are enrolled in work experience for the
Vocational Education Data System (VEDS).

Some school districts require annual reports on work experience programs.
Aside from, required reporting, annual repoits are most helpful in justifying
the program to administrators and school boards. When coordinators are asked
to prenare.reports for the district, well-kept records are a true asset,
providing facts about the program and enhancing its credibility.

It is recommended that coordinators keep their own records in order to
highlight the activities of their programs. An example of a report form for
compiling student information is shown on the following page of this guide.
The records from this form can be described in narrative format or its
contents can be presented as summary statements and supported by the detailed
record sheet.

REFERENCES:

None

FORMS NEEDED:

.

Abnual_Cooperative
Education Report

159
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CHECKLIST:

I. Develop a report form to collect relevant and useful inforMation about
your program.

./

2; Duplicate copies or the form for keeping records on student'activities;

3. Post records at regular intervals throughout the school year.

4; Complete the record at the end of the school year.

5. Summarize information for making conclusions about the program.

Ai6. Write narrative statements that defile each conclusion.

7. Prepare anitnnual report for administrators.and Board members that
reports:

--status of program
--outcomes of program
--needs of program

recommendations for next year

8. Accept opportunities to make oral presentations of the annual port.

EVALUATION:

A written annual report is evidence that this job has been successfully

completed.

L
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Program

4 El N,

Annual Copperative Education;Report

School hriod from to

(Mo. Day Year)' (Mo., Day, Year)

Name of Student Sex Grade
Type of Name of

Training Training

St6tiO4

Average Hrs Worked
Amount Eirned

This To Average Pay This _To

Montg Date per Period Month Date



AREA OF
RESPONSIBILITY: E. PROFESSIONAL DEVELOPMENT

TASKS: 1. Attend district and state workshops,
Meetings and seminars

Page

165

2. Keep current on technological changes
in business and industry 169

3. Participate in local aims state professional
organizations 173

t
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AREA OF RESPONSIBILITY: Professional Development

TASK: Attend DistriCt and State Workshops, Meetings and Seminars

E

EXPLANATION OF TASK:

Work experience coordinators must keep current -on the many technological
changes taking place in business and industry. They must know, at least in
general terms, the impact.of technology on the many occupational areas served
by the work experience program. Training plans must reflect these new and
changing technologies as well. 0

Many meetings; workshops and seminars are conducted by state agencies and
private companiei to update the technical skills of employees and educators;
Attendance at update meetings allows the coordinators to share ideas and;
receive information from technical resources;

Informatthn about such activities is available from regional coordinators who
usually disseminate information to the schools in the districts;

Inaddition, national °workshops and seminars are sometimes held in the
i

Pacific Nort west., Applications for attending such sessions are usually
found in jou nals and ,publications. The addresses of the various
professional publications are listed in the following pages of this guide.
Each coordinator should subscribe to at least one professional publication as
a means of observing the national trends in cooperative education.

REFERENCES: FORMS NEEDED:

Professional Organizations, None
Journals and. Publications
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CHECKLIST:

1. From the list in this guide, select and join a professioha3 organization

that serves your needs.

2. Contact the regional coordinatbr and ask to be gla

for inservice meetings, templatS and workshops.

EVALUATION:

ed on a mailing list

Other professionals evalUatO coordinators by thfir attendance and'_

participation in local, diStritt and state activities for pxofessibnal

'developMent.
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PROFESSIONAL ORGANIZATIO JoiikkAL ANb 00CitAtiON8

PROFESSIONAL
ORGANIZATIONS-

DEPARTMENTS OR
SUBDIVISIONS

JOURNALS

National Education
Association (NEA)

1201 16th St., N.W.
Washington, D.C. 20036

American Educational The Review of' Educational

Research Association (AREA) Research

American Industrial Arts Journal cfindustrial
ASsociation (AIAA) Arts Education

ClasSroom Teacher Todays Education

Home Economics The News .4etter

Vocational Education NEA News
NEA Handbook
NEA'Journa1
Reporter

American Vocational
Association (AVA)'

1510 H. St., N.W.
Washington, D.C. 20005

Agricultural Education Vocational Education

Business and Office_EdUtation Journal

Distributive Educatidn_- Monthly NeWsltt-82,
Industrial Arts Education
Trade and 'Industrial Education
Guidance -

New and Related Services
Health OccupatiOnt
Technfcal Education

American Home Economics
_Association (AREA)

2010 Massachusetts Ave.,
N.W.

Washington, D.C. 20036

Art _

Family Econowict/Home
Management

Family Rglations/Ch:ld
_ DevelOment
Food and Nutrition
Housing, Furnishingt and

Equipment
Institution Admini;tration
Textiles and Clothing

Journal of Home Economics
Home Economics Research

Journal.

National Vocational Ael=
cultural Teachers
Association (NVATA).

Box 4498
Lincoln, Nebr:- 68504

News and Views of NVATA

American Federation of
Teachers_ (AFT)

Continental Building
1012 14th St, N.W.
Washington, D.C. 20005

American Teacher Magazine
Changing Education

American Pertonnel and
Guidance ASSOtiation
(APGA) _

1607 New Hampshire Ave.;

Washington, D:C. 20009

National Vocational Guidance The Personnel' and

Association (NVGA) Guidance Journal'
Vocational Guidance

Quarterly
Guidepost
Measurement and

Evaluation in. GuidanCe
._Chocl Counselor
Counseling Values
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American School Health
Association (ASHA)

Kent, Ohio 44240

JOUrnal Of School Health
Directory of National
-Organization Concerned
With School 'Health

JOURNALS AND PERIODICALS

VOCATIONAL EDUCATION

Agricultural Education
Agriculture Education
Farm Journal
Journal of Farm Economics
Successful Farming

Cooperative Education
Journal of Cooperative Education

Marketing Old Distributive Education

Journal of Marketing
NADET News
-Nation's Businett
Marketing and Distributive

Edication Today
BECA Reporter
Marketing Educator's News

Health Occupations Education
American Journal' of Nursing
Health Occupations
Nursing 04t7ook
Nursing Research

Home Economics Education
Forecast
Home Economics Research JOurnal

Illinois Teacher
Journal of Home Economics
Tips and Topics
What's New in Home Economics

162

Business Office Education
Balance Sheet (free)
Business Education World (fre)
Changing Times
Journa'l of Business Education
Rowe Budget (free)
Typewriting News (free)

Industrial Education. -

Industrial and Commercial Training
Industrial Education
Journal of Industri:al Teacher

Education -
Mn/Society/Technol.ogy: A Journal

of Industrial Arts Education
School Shop
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AREA OF RESPONSIBILITY: Profes tonal Development

TASK: Keep current on the Techn logical Changes in Business and
Industry

EXPLANATION OF TASK:

The information explosion has made it extremely difficult for'an individual
to remain current in a field ofsubjeck matter. Some people becoMe life-long
learners, proceed fori4ard with the chan es and continue in their professional
growth; Others remain static by ignoran e or choice-and lose their places in
this ever-changing worlch-

Coordinators must use a variety of methods to update their skills. Visits to
business and industry give work experience_ oordinators an advantage over
classroom teachers in maintaining technical pdate. Some ways to update
technical knowledge are:" 1

meeting regularly with_civic, ,ysinessand industry groups.
attending workshops andsb Ioldstars that Ire c nducted by business and
industry. ' \_ _-

reading trade journals to_seetrends and new iephnologies;_
reading the Industrial Outlook Handbook tqt get a IliMpse of industry's
responses to new technology.
keeping current on-changes in "Low Technology" atL d "High Technology;"

A st of community organizations and honorary societi s er,1 attached for the

inator's convenience

REFERENCES:

munity Organizations and
-ionorary Societies"

FORMS NEEDED:

None
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CHECKLIST:

1. Study lists of honorary societies and community organizations that are

involved with professional development. 1

41

2. Identify societies and organizations that relate to your area(s) of
r_

expertise.

3. Contact, societies and organizations to find:

4

--types of updath activities that are provided for members; nonmembers.

--types of update information that are available to'members; nonmembers.

year
and schedule a. reasonable number of update sessions for the coming,

5. Read approp "te1ornals, Industrial Outlook Handbook and
°logical change; i.e., Discover Masazine.

6. Develop a five-year plan for proessional development that is realistic,'

magazines that deal with

attainable and enjoyable.

7. Fight hard to keep up with the times, remembering that obsolescence
catches many people before they reach retirement age:'

EVALUATION:

Coordinators' professional development will_be_reflected_by_the degree to

which their training plans meet current technology. Their relationshps with ;

managers of technical firms will also reflect their success; .
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COMMUNITY ORGANIZATIONS

Agricultural Education

Distributive Education

Health Occupations Education

HoMe Economics Education

Business Offite Educdtion

Trade and Industrial Education

HONORARY SOCIETIES

American Farm Bureau Federation
' National Grange

Farthers Educational and Cooperative
Union of America

National Restaurant Association
Lions Club International
Kiwanis,
Rotary_
State Association of Retail Merchants
Sales and Marketing Executive Association
State_Nursing Association
Area Health Planning Boards
Hospltal AdministratorsAssociation
State_Association of Nursing Homes
National Restaurant Association-
Early Childhood Education Council
State Electrification Council
State Extension Service
Administrative Management Society
Professional Secretaries International

'Business and Professional Women's
Association

Association of General ContractorS
of AMerica

American Welding Society _

Industrial Services Association; Inc.
.American TechnolOgy Society

Education

Agricultural
Education

HOM6 Economics

Industrial Arts
Education
Business Office
Education and
Distributive
Education
Business Office
Education

Kappa Delta Pi

Delta Kappa Gamma
Phi Delta Kappa

Alpha Tau Alpha

Alpha Zeta

Phi Upsilon Omicron

Omicron Nu

Epsilon Pi Tau

Delta Pi Epsilon

Pi Omega Pi

honorary society for men and women in
education
honorary 'society for women in education
professional; honorary and recognition_:.
fraternity for men and women in edUtatiOn
honorary agricultural education
fraternity .

honorary professional fraternity for all
fields of agriculture
professional and honorary fraternity
for men and women in home economics_
honorary to.7.iety fah. men and women in

home econcmiCs
honorary fraternity for men and women
in industrial_erts education
professiOnal_fraternity for men and
women in business:And distributive
education

honorary society for men and women in
business education



AREA OF RESPONSIBILITY: Professional Development

TASK: Participate in Local and State Professional Organizations
I

3

EXPLANATION OF TASK:

Most Oregon coordinators are members of theOregon_Vo4:ational ASSOCiation_
(OVA) and one or more of its affiliates. ;i The affiliate most closely related
towork experience is the Work EXpetiente coordinators of Oregon (WECO).

Both WECO and OVA offer opportunities for:

involvement_in challenging activities.
professional development._
leadership in the profession.
promotion of educatiohal issues;
update of ittifeSSiOnal and technical knowled9-:., and skills.

WECO is an active organization that focuses its' efforts &upgrading work
experience prOgrams by sharing ideas; workstations and expertise between

coordinators. ,

TheWECO board of directors meet regularly throughout the year. A_WECO
conference is conducted annually and is attended by the majority of- Oregon-

coordinators: The conference is held in conjunction with the OVA-All Service
conference during even numbered years and as a separate conference on Odd

years._ A new coordinator has the opportunity to pay membership dues in WECO;

OVA and the American Vocational Association (AVA) during -the conference or

may elect to activate his membership at an earlier date in order to_receive

the newsletters; Within the AVA structure; coordinators can participate in
national activities by becoming members of the Cooperative Work Experience
Education Association; a section within AVA._ For those that choose an early

start; a membership form is attached for their convenience.

The Cooperative Education Association (CEA) represents postsecondary programs

of work experience. -

WACWEE is the Western Association of cooperative Work Experience Education

and represents the coordinatotS of several Western states;

REFERENCES: FORMS NEEDED:

AVA Journal Membership Form

OVA Newsletter
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CHECKLIST:

1. Visit (by phone or in person) a member of WECO Board of Directors.

--ask about activities and benefitsof WECO.
--ask about WECOserelationship with other vocational affiliates, OVA

and AVA.

2. Identify the professional organizations in which a coordinatorhOuld
have membership:.

3; Complete the membership fotm and mail to the appropriate addtess as shown
on t4e membership form.

4; Follow-upwith the organization if you do not receive the n letters or

journals; Make surf that your name is on the mailing list.

5; Notify administrators of intended professional involVement and get.tneir
support for attending conferences and meetings.

6. Participate and contribute to yoUr professionar_organiiationby accepting
responsibilities for-some of_the_activities tha; are designed to -help its
members Remember that the Bbard of Directors are members that are
willing to contribute to the welfare of the organization and are willing
to pay professional dues for the privilege.

EVALUATION:

ProfessiOnals_tend to evaluate each other on:thebaFas of commitment and
contribution to the profession; Locallyi administrators require a plan for
professional growth that can be- evaluated:
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WORK
EXPERIEN
COORDINATORS OF
OREGON

WORK EXPERIENCE.

Work Experience blends a student's academic study. with on-
the-job training in businesi, industry and governMent. Work
Experience enhances the -student's occupational knowledge, per-
sonal development, and Professional preparatim The student's
field placement is directly related to the student's educational and
career goals and is jointly planned and supervised. by the school
coordinator and work site supervisot.

Because Work Experience draws on a varietraMerources, it
returns benefits not only to the student and the employerbut also
to the school and community.

PURPOSE OF WECO

Promote improved communications among coordinators in Oregon.

Promote legislative awareness, of comthitment to work experience.

Promote professional staff devel6pment at the secondary and post-
secondary levels.

Promote involvement of educators in the improvement of work experience
in Oregiin.

Promote positive rapport and participation between the public schooli and.
business/indystryigovernment and social service agenciet.
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Work. Experience Coordinators of Oregon__ (WECO) is an
organization of professional people cooperating to provide
students an important option within a traditional academic pro
gram. As such, WECO needs the informed and involVed assistance
of all persons interested in the work experience alternative.

WECO is an affiliate ei{g an izat ion Of Oregon Vocational
Association. By joining WECO you also become a member of OVA
and are entitled,to all of the benefits and services offered by tiis
organization.

WECO is be beneficial to teachers; coordinators, sChool counselors a other
career and vocational educators by:

Having the opportunity to participate with other profes4onals in pl
ned programs designed to keep you informed andinterested in the mos
recent developments in Work Experience Education.
Having the opportunity to enhance your fundamental skills and keep
pace with new trends and techniques being developed;
Sharing ideas with others through the WECO Newsletter, regional
meetings, workshops and statewide conferences;
Gathering current information through the State Department of Educa-
tion on funding for Career Education: .

Gaining ideas for cconducting related classes, establishing training
stations; and unique program practices.

gain actual work
experience

. acquire positive work
habits and. attitudes
acquire job skills
improve independent skills
identify and develop a
career goal
in some cases; acquire
financial assistance
earn class credits toward
graduation .

E
M
P
L
0
E
R
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a:source of motivated personnel
allows_assessment of
potential employees
provides a good community
image
allowi the employer to
complete special projects
decreases employee turnover
and costs for basic training
allow's the employer to contri-
bute td the educational process



MEMBERSHIP APPLICATION
di Memberships Expire June 30

OREGON VOCATIONAL ASSOCIATION
AND AFFILIATES

IOCIAL SECURITY NO

LAME
(Last)

COME ADDRESS

(First) (Initial)

3821 M Cabins Road NE Gervais; OR 97026

T.I. 393.4232

HOME PHONE BUSINESS PHONE

(Street No. or P.O. Box No.)

CHOOL1 BUSINESS

MAKE CHECKS PAYABLE _
) YOUR DIVISION AFFILIATION

LEVEL OF INSTRUCTION
3 SSECONDARY

VAREA VOC-TECH
CENTER

3 J TECHJCOMM. COL.
CCOLLEGE/UNIV.
DSTATE DEPT. OF EDUC.

DFz-OTHERS

POSITION TITLE -check only one

(City (State)

BUSINESS ADDRESS

RIP)

STATE DIVISION AFFILIATION
(Note: All with asterisks Include OVA dues, subtract $5.00 ror etch addltironel sU of you joie.)

O ZAdminietratOrs (OCCVAr ($_8.50)
O National Council. Local Adm. (NCLA) ale '($20.00)

O AAgrIcutture_(OVATA) ($21.00)
National Ag. Teachers (NVATA) 1 (515.00)

O BBusiness & Mite (013EA)'_._ .....___L. ($12.00)

National Business Education (NBEA) & (VVEIEA ($25.00)
O DDIstrIbutive (ODEA)'.................% . : .. ($11.00)

O National Association Distributive Educallori;(_ADET Teachers) (510.00)
_ D NatIonal_Association Distributive Education (NADET Students) (5 350) I,.

O WFOWst ProductS (OVF_PlA)' ._ ($10.00)

O 0Health Occupations (OSHOE) ($10.00)

O HHome Economics (THEO)* ...... .... ($10.00)
O National Home Economics Teachers (NAvHET)(must join AVA also) (5 3.00)

O 1Industrial Arts (01AA ° ... ($15.00)

O TTrildefTWinicalf IndustrIM (OVTIA)' _ . '($1650)
O A-ri-Autobody 0 CConstruction 0 E.-Electronics 0 GGraphics 0 I IncL_Mech. 0 MMetals
O Joint 01AAJOVTTA Membership' ($21.50)

O WInstitutional Vocational Educators (0iVA) (510.00)
O NManpower/Special Needs Personnel (OAVMSNP /VECHO) (510.00)

O National Manpower Training Association , ($ 3.00)
O_ 0Work Experience Coordinators (WECOr (515.00)

SPECJAL
MEMBERSHIP 0 StudentOVA & Affiliate (specify subject) (S 2.50)

AMERICAN VOCATIONAL ASSOCIATION DUES

TOTAL STATE DUES S

DUES SUMMARY

tteacher: Instructor or Coordinator
Xteacher. Educator or C.Oun Educate,
AAdministrator_
ECoordinator (Admin.str_atwel
aAdvisori! C.4mmettee member
ClBoard 1.16mber
KCounselor
S.-Student
R Retired
0Other

AVA Dues Include:

AAltiliated Itutough State Association
O RLoyalty (reniedl
U SStudent tuneergractual nly1

; New 1 Renewal

: -

($32.00)
($16 00)
(S 500)

VOc Ed Affiliated & Mitt
(magazine) Student & Loyalty

$8.00
$4.00

WHITE-AVA OFFICE.COPYCANARY-OVA COPY PINK;=-AFFILIATE COPY GOLDENROD-MEMBER COPY
CHAPTER NO. 039

& Update
(newspaper)

AVA Membership

e...1.1-AVA_Dnasions -
IVO Ea Common Over One)

Total State Dues
TOTAL ADAITTANeE

At filleted & Direct
StUderit & Wyalty

$2.00
51.00



FOR ADDITIONAL INFORMATION DETACH
THIS CARD OR CALL 378:5859

NAME

JOIN TODAY, THEN PLAN
TO PARTICIPATE TOMORROW.

POSITION .TITLE

SCHOOL/ORGANIZATION BUSINESS PHONE HOME

SCHOOL ADDRESS CITY/STATE ZIP CODE

HOME ADDRESS CITY/STATE ZIP CODE

Please register me as a regular WECO Member. Please enclose
Please register me as an Associate WECO member ""
Please send me more information about Wcrk Experience and/or have a WEG3 representative
contact me:
Other (Please specify)

REGUAR MEMBERSHIP: WORK EXPERINCE COORDINATORS AND CAREER EDUCATION AND COUNSEING PERSONNEL.
$10.00 WECO nrws
$30 .00 OVA DUES
$20.00 TOTAL

ASSOCIATE MEMBERS: SCHOOL ADMINISTRATORS, NON-SCHOOL PERSONNEL_WORK1NG WITH_YOUTH SERVICE AGENCIES,
$5 00 EMPLOYMENT AGENCIES, EMPLOYERS PARENTS AND/OR NON-EDUCATORS.

WORK EXPERIENCES COORDINATORS OF OREGON
c/o Work Expedence Specialist
Oregon State Department of Education
700 Pringle Parkway, Southeast
Salem, OR 97310

1 71

POSTAGE
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TERMS, AND DEFINITIONS

Advisory Committee. A group of knowledegable persons usually selected from
outside the field of education to advise educators on vocational programs.

Career Education. The total effort of public education and the communiAlii
help all individuals. increase awareness abbut jobs and abilities which
students to ind meaningful work.

Career Interest. The student's decision to pursue a job description or
cluster within a vocational education program area.

Cooperative Education. kcooOtrative effort of education and employers to
satisfy the career objectives of students.

Cooperative EdildatiOn-ItiterAShp. A collegiate -level program that usually
gives:students both credit and pay for performance in an approved job

situation. In-school instruction'normally precedes internship;

Cooperetive-VOtatibrolEducation.. An instructional plan which combines
regularly:Scheduled supervised employment in the community and vocationally
oriented in-school instruction

-.k-Experience. An individualized instructional plan_designed
to give =ach student practical. experience in a work environment related to

the chool instructional program;

Coordination. The process_of integrating the administrative; organizational
and instructional activities of the vocational program and directing them

toward a common. purpose.: Coordination involves_a range-of activities. In

addition to the prime activity of coordinatingAnstruction in the school and 4

at the.training station; coordination may also include, but is not limited

to; student recruitment and orientationoturvey of employerS,_organizatiOn

and work with an advisory Committee; parent consultation, evaluation
(follow-up); report writing and sponsorship of vocational student
organizations:

Coordinator; A member of a local scho61 staff -who coordinates the efforts of
all helpful agencies which_can assist in a_training program designed to meet

the needs of students enrolled in cooperative work experience.

Diversified- occupations. A-vozatiOnal_instructional program offered at the
high Schoof level deSighed_to.SerVe a diVerse_set of occupational interests

through work experience and_a related instruction; class that covers

employability skills for all occupational areas.

Disadvantaged: Disadvantaged. persons are those who have academic;
socioeconomic, cultural or other handicaps that prevent them from succeeding

in a regular vocational_progim,Such'persoils require specially designed
educational programs and relateeervices; or bothi in order to benefit from

a program.
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Exploratory Work Experience. A progrdth of job observation and minimal

involvement in tasks of the job. Student:8 are often rotated through several
jobs to assist them in selection of a career aoal.

Follow-Up Report-. Usually a_composite short- term -or long-term report of
former StUdentS indicating -their present employment status or other present
commitments (education, Military; homemaking): More sophisticated follow-up
studies seek to_assess the effectiveness of the cooperative training
experience to the student's present situation; Individual follow-up
information is usually maintained in a student's record file;

General Work Experience. A program of work experience that offers a maturing
experience and income for the student. This experience is not necessarily
related to a career goal and receives limited supervision from the school.

Handicapped. Handicapped persons are those who are mentally retarded,
hard7of-hearing, deaf, speech impaired; visually- handicapped, seriously
emotionally disturbed, crippled; or otherwise health-impaired. Some
handicapped students cannot succeed in a regular vocational or consumer and
homemaking education program without special education assistance, or require
a modified vocational program;

Job Acription. A written statement listing the elements of a particular

job or occupation; The statement. may include.the purpose of the job,. duties,
equipment used, qualifications, training requirements, physicaland mental

demands and working conditions;

Job rme. A group ofAwegg.that are composed of similar duties and tasks.

Occupational Field; A group of recognized occupations having many
similarities, including the following tharacteriStict: the type of work

performed; the basic aptitudes, and the acquired knowledge and training

required; the tools, machines, instruments and other equipment used; and the

basic materials used.

Occupational objective. An occupational_ goal, select d by the student; the
attainment of which is the purpose for their uocati-. al instruction; (See

Career Interest.)
7

On-The-Job Training. Instruction. in the performance of a sequentially

planned task given a_studeht-learner;hy the--employer during the usual working

hours of the occupation; Learning experiences at the training station
comprise both the application.of theory and the technical skill aspects of

the learning- situation, and/or the proper character, attitude, and

personality development_of the student learner as general goals of the

training situation at the training station;

Preparatory Instruction. Instruction preparing students for full or
part-time employment._ Also serves to prepare the student to enter and

advance -in an occupation. Also serves to equip workerS with new or different

skills demanded by technological changes;

PreparatorY-PtegraM. A preparatory program provides vocational_instruction

designed to prepare iildividuals for gainful employment as semiskilled or

182
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skilled:worker§ or technicians or semiprofesSionals

Related-VOCAtiOnal-Instru- ionIn-school courses specifically designed:to_

imprOVe_perSOnal and socia skills provide,needee basic education (remedial)_

anator develop relevant oc pational skills and knowledge. The course should

be regularly scheduled; sh ld complement'the learning experiences at the
training station; and should be planned and developed to meet the specific.

needS of the individual student; The content of this courseshould consist
of -the theory of the occupational skill; the specific related information,-

and the general related instruction necessary to achieve personal success in

the world of work.
1

special -Needs Student. A student who cannot succeed in a regular vocational
program without specialassistance.

Student C5tudent Worker); A student enrolled in cooperative vocational.
education and legally employed part-tim_and so claSsified by the wage and

Hour and Public Contracts Divisions of the U.S. Department of Labor for wage

and hour regulation purposes.

Survey, Community; A fact7finding study of_ socioeconomic conditions and

:resources; community agencies, industries,_ business, farming; institutional
practiceS; problems and practices of families, etc;; as they exist at a given

time in a given community. It is generally used by the school as a guide in

revising school offerings to meet ).ocal needs;

ecognlzed occupations.

Survey, Occupationa-1. A fOrt of occupational census; taken by personnel
trained to determine the numbet of qualified employees in a designated

occupation in a specified geographic or=economic area; and to evaluate the

need for in-creatiiig_or limiting the numbers available for employment in the

occupations surveyed.

Task. A unit _of wo'Aer activity that
a function and a pttitedural work step
work performed by -an individual; thac
beginning ant ending and is performed

is intermediate in specificity between
or action; It is a discrete unit of
is; the unit usually has a definite
within a limited period of time.

Task Analysis._ A detailed listing of skills necessary to priforma clearly
defined,_.SpecAfic_johi_organized_into_a-flogicai sequerice_and_which_may_be_
used for curriculum development or fa classification purposes.

Task- Inventory. An instrument used for conduCting an occupational survey.

It consists of items of ieentification and background information and a list

of appropriate duty and task statements.

eacher-Coordinator (Coonerative'VOcational_Education)-. A member of the

local school staff who teacnes technical and related subject matter to.

students preparing for ernpIbyment and_cootdin_tes_classroom instruction

(related classroom) with4arning.actiVitiet At_the training station; The

coordinator is also reapbn4ible for the evaluation procedures 6f_ the

program; '(See'Coordinator.)
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Zrade and Industrial; Instruction planned_to_develog_basic manipulative
skills. safety ptacticesi:judgments, technical knOWledge, and related
occupational information for the purpose of preparing_peront for initial
employment in the trades and industrial occupations.

Training Agreement. A_statement cf_fundamental_agreemcnts regarding the
participation of _a student in a work environment. Iniiatedby the school,
the agreement reflects a voluntary and cooperative commitment on the part of
the coordinator, employer, student and parents/guardians.

Training Plan.- A format for delineating, for each stueent, the learning
experiences and tasks to be undertaken at the training station, often
paralleled with classroom units of instruction; The training plan;
cooperatively determined, usually becomes a part cif the training agreement;

Training-Sponsor. The individual to whom the student-learner looks for
instruction and training at -the training station. The on-the-job tztining
sponsor may be the owner or manager or an individual appointed by management.

Training -Station. The work'setting providing learning experience for the
student.

Unemployment Insurance. Unemployment insurance pays benefits to_qualified
workers who are unemployed and looking for work. It is a feddral=dtate
cooperative program. Oregon-has its_own laws and:is 'responsible for
determining who is eligible for benefitso_how much they receive, and for hOW
long; Benefits are paid as a matter of right, and are not bated on need.

Vocational Educe rganized:educational.prograNs which -are directly_
related to the ...r-c,?.ntion of individuals for-paid or unpaid unemployment;_ or

for additional pc.IpP_Iaaon for a career requiring other than. a baccalaureate
or advanced degree.

Vocational Student OrgalLEglmll. Organizations forstudent7learners that
complement the vocational edUcatiOn_progrime- Recognized student
organizations_for Vocational education are: DECA, Distributive Education
Clubs oflAmerica; FFA,_FUture Farmers of America; FHA -HERO, Future Homemakers
of America-Home Economics Related Otcupations; HOSA; Health Occupations
students- of America; ORA, Office Education Association at the postsecondary
level; and FBLA,IFUture Business Leaders of America at the secohdiry level-;

VICA,_VocationaliIndustrial Clubs of:America. Organizations far students
enrolled -in vocational education Programti with national; state and local
units, the activities of which are an integral part of the instructional
program.

WOX tion. Compensation is provided for disability or
death resulting from accidental injury or disease related to employment,
without regard to who ray be at fault; This benefit should not be_confused
with unemployment compensation, group insurance for illness or accidentt, or

hospital or health insurance;
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Elements

Goals of
. Program

'Nature of
Work _

Experience

Jj.

S. KINDISADPWMONMPARIENC

Exploratory

Career Guidance and
Ekploration

ObserVaticih and
participaiion in a
variety of activities

Does not involve
sustained periods
of productivity;

ConditiOns During school hours
of Employment

Limited credit

No pay

Close supervision
school

Limited to one or
two semesters c.

Work stations may
be inside or out-
side school

General

Maturing
Experience

Income for
student

WOr4 experience
not necessarily
related to career
goal or in-school
training.

During or after
school hours

. SChOol credit

meet minimum
wage_and hour
requirements

EMployer pro-
videsinsurance
for students

Monitored by
school

Cooperative

vocational Training

Meeting career
objectives in pro-
grams that are not
part of a vocational
curriculum.

Work Exparience
related 'to in-school
training as part of
vocational cureic-
ulum.

Training agreements
and training plans
are required.

During or after
school hourS

School credit

May be paid or
nonpaid

Paid empyment meets
minimum wage and hour
requirements;

Employer provides
insurance for paid
students.

School provides
insurance for non-
paid students.
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IV. LEGAL REQUIREMENTS

A. EMPLOYMENT OF MINORS AND WAGE AND HOUR REQUIREMLL.nS

The legal requirements for the employment of minors are a_CoMbination of

Child labor laws, federafstatutes and Oregon laws. _To_minimize confusion;

the Oregon Bureau of Labor and Industries has summarized the wage and hour

regulations into two brochures:

1. Employment for Minors A guide for 14 to 17 -year -olds and their

employers.

2. Answering Imur Questions On: State and Federal Mini -mum Wage;

These two brochures shr..11d provide beginntng coordinators with the general

information needed for operational purposes. EXamples of brochures are found

in Chapter VII. Once the basic regUlationsarea part of the coordinator's

working knowledgei further information can be obtained from the:

Bureau of LaborandIndUatr
Wage and_Hour Divisibn
1400 5W 5th
Portland-, OR 97201

or call: POrtland 229 -5750; Salem 373-1435

or contact__ Wage and Hour Division office in Bend; Coos Bay,

Eugene, Medford; Pendleton; Portland or Salem.

The coordinator should obtain a supply of these brochures for the students

and sponcirt of the work experience program.

Other informational materials for the CUR coordinator may be obtained from:

U.S. Department of Labor
Etiplbyment Standards" kaministration
Wage_and Hour Division
Washington, DC 20210

The U.S. Department of Labor materials include:

WH Publication 1312: "Hours Worked Under the Fait Labor Standards

Act of 1938 as Amended." Revised 1975.

WH Publication 1297: "Emn' vment Relationship Under the *_'air Labor

Standards Act." Revised 9. .

WH Publication 1282: "Handy_Reference Guide to the Fair Labor

Standards Act." Revised 1978.

WH Publication 1330: "Child -Labor Requirements in Nonagiicultural

Occupations." Revised JUly 1978.



B. INSURANCE COVERAGE

Responsibility for providing industrial accident insure- coverage belongs_
to the legal employer of the student worker. Legal emp ±nt is determined
by whether the student is being paid -for work performed,aL the training
station. Paid work'requires the employer to provide insurance coverage. The
school is responsible for insurance coverage on nonpaid employment.

Employers usually provide insurance for paid work experience students in thn
same manner as they Jo for regular employees of their firm. The same
coverage will apply to employment during school hours and after school hours.

Special provisions have been made in the Workers' CompensaLion Law (Section
656.033 of the Oregon Revised Statutes) for providing nonpaid r.-udents with
insurAnce protection while on the job for high school and community college
\stuckr's.

Students must be enrolled in an approved work experience program in orde
be covered under these (non-pay) provisions.

Nonpaid students are considered legal employees of the local school district
while on nonpaid work experience assignments; The school must apply for
their coverage with the State Accident Insurance Fund (SAIF) or a designated
private insurance carrier;

mus submit a list of nonr -1 student workers, their places of work
assignments to the carrie;i. r approval. Upon their approvali

"ft s are computed on an assur .aye basis.

The Workers' Compersation Law applies both high school and community
college students;

Coordinators should attend a seminar with_carrier_representatives for a
complete explanation of the procedures and conditions for insurin4:WOrk
experience students. Each_local_pTogrm_has unique insurance problems and
needs that should be clarified with_carrier representatives. Forspecifit
questions on insurance coverage,_call rolicyholders services, Division of
SAIFi phone 333-8383, or the Stafe Council on Compensaticn Insurance, phon:
228 -4173.

C. 7PF -IAL PAYROLL TA).. STATUS AFFECTING -WORKEXPERIENTUDENTS

Wages for ark experience students a,e exempt from the following s'.::te and
federal payroll taxes:

state Unemployment Tax

The enply*r is not required to report_or pay state unemployment insurance
taxec on'wages paid to studerts under the age of 22 employed by them under
the voci.tional_cooperativework experience program if the student As enroll 6d

at an institution as a full -time student. This means the employe*. will not

inc: his work experience employees' wa9cs- on state forms 132 and 136. It



are exempt from state unemployment taxi and that they will not be able to
claim unemployment insurance based on wages earned under the work experience
program. The employer should be certa:n that the student's school file has
form 710 "Report of Student Work Assignment," confirming with the state the
tax exempt status of the student worker.

Other Eventions

The employer will not be required to withhold_ federal and state income taxes
from the_student's paycheck if the work experience student qualifies to use
federal_form W-4E. However, gross -wages must be_included on_federal forms
941, W-2 and W-3; and,state forms 96W (or 96M and WM, if applicable), 96R and
991W.

Work experience students who receive pay'ARE NOT-EXEMPT and are subject to
tie following taxes:

Sial Secity Tax

All_work experience students_must have social security taxes withheld from
their paychecks by their employers.

State-and-Federal-Income Taxes-

Ifa student cannot use Form W-4E, the employer must withhold both state and
federal income taxes from their paychecks;

State Accident and Insurance Fund or Other Designated Insuranre Carrier

If a stont is released from school to work during part of his schc-i)I'day in
a paid work experience, the employer must provide workers' compensctior
insurance for the student the same as for any other worker on his payoll.
The same would be true for paid employment outside of school hours.

D. NONPAID WORK EXPERIENCE

The position of the Wage and Hour Commission on minors engaged in nonpaid
work experience programs is that no employment relationship exists 1,etren
the minor and the company from which the minor is obtaining his/her w :k
experience so long as the following conditions are met:

The student is enrolled in a planned training program under the direct
supervision of a qualified and experienced person._ Students may participate
in work experience programs applicable to their training needs iluder the
following conditions:

o no promise'of future employment
o work in hazardous areas is incidental to the training



other workers are not diSplated
no
maximum participation per semester
short duration of time
training is similar to that given in an approved vocational pi-Ogre:hi

training is for benefit of trainee or student enrolled
employerderives no immediate advantagb from training activities and

occasionally- operation may be impeded.
the student is on the job primarily during the hours the sth061 he /she is

attending is in session;

The_SUpteMe Court -has gild that the words "to suffer or_permit to work,"

used in tne_Fair Labor Standerd!; Act to define "employ," do not make all

persohS employees;who; without any express or implied compensati-

agreetent, may woi.k for their own advantage on the premises of another.

Whether trainees or students are employees of an employer under the' act will

depend upon all of the circumstances. surrounding their activities on the

premises of the employer;

If a StUdent'ig placed in nonpaid work experience (nonemployee), the SCh001

dittrict; is responsibleforinsurance coverage at_the_wOrk site Insurance

coverage of nonpaid work experience students carf_be obtained through the

state Accident Insurance Fund (SAIF) or other private insurance carriers;

E. OREGON DEPARTMENT OF EDUCATION MEMORANDUM ON TARGETEn JOBS TAX CREDIT

FROM.

RE:

September 21, 1982

Cooperative Work_Extience Educators 'nu Regional Coordinators

for Vocationel Education

Ray Ehodso_ ?lanning and Cooperative Work
Experier/DiVergified Occupations Specialist

Targeted Jobs Tax Credit 'TJTC) Cooperative Education Students'7

The purpose of thLi memorandum is to provide information regarding The Tax

Equity. and Fiscal ReSponSibil_-zy Act of 1982 signed by President Reagan on

September 3, 1982.

This at provi,es a two-year extension on wages paidlto an

disadvantaged cooperative education student who beg n work on ,*_before

December_310 1984. The tax creditallot.ed remains the same as she present

law. Fifty percent of the ti:alifiedrst-year wages; 25_percent of the

qualified second -year wages for a tax year All Form 6199 must be ::c-if'.1eted

on or before the dey tnat the student begins work If this_ is not_possibic;

the employer must have provided the teacher/coordinator with a written

request TOr a tax credit on or before the day that the student begins work.

As under 'he Fresent law,thecertification that the_ individual, age 16 but

not yet 20, particip tins in a T-llified Cooperative Education Progiam, is



the reSponSibility of the participating school; The determination of whether
the student is a member of an economically disadvantaged family is made by
the state Empl lmmnt Security Agency (SESA). Therefore, the established
procedures between the State Department of Education and the SESA may be
continued or modified;

For further information the Department of Treasury0_ Internal Revenue Service,
will revise their publication 906; Jobs and Research Credits. You can get
this new publication after January 1983 by writing or calling the IRS_Forms
Distributionn Center, United States Government,_Internal Revenue Service.
Employers with spec fl... questions on the tax- related aspects_of the credit
should be requested to contact the local or district Internal Revenue Service
Office directly.

ofisir

We are enclosing a copy of the "Eligibility. Determination Worksheet TJTC_and
Form 61i9. Please feel free to take copies of these forms. Also enclosed is

a. copy of the Tax Equity_and Fiscal Responsibility Act of 1982 Conferenc.c,
Report dealing with the Targeted Joys Tax credit

If you have additional questions regarding TJTC please contact either Gary
Lorenz, TJTC employment Division, Ph. 378-4390 or Ray Rhodos, Ph. 378-5859.



SehtiO1 Name: Name of Student:

Address:

Telephone:

Instructor:

Social Security #:

ELIGIBILITY DETERMINATIiN WORKSHEET
TARGETED JOBS TAX CREDIT PROGRAM

The Targeted Jobs Tax Credit Program (TJTC) provides private employers with a strong

incentive to hire and retain certain "Target Group" members. The incentive is a tax

credit which can amount to as much as $4,500 over a two year time period for each

TJTC employee.,' The computation is based on how much the employee is paid, so the

employee benefits by having a job and the employer benefits by paying less taxes.

One of the target groups is "Economically Disadvantaged" Cooperative Work Experience

(CWE) students. "Economically DiSadvantaged" simply means that, for the six full
months just preceding the student's date of hire, the family's income is below a

certain level. If an employer hires a student that meets these criteria, that is,
a student who is in Cooperative Work Experience and whose family is low income, the

employer can qualify for the tax credit.

The school is responsible for certifying the CWE program and the'Oregun State Employ-

ment Division is responsible for determining falily income.

When completed, this form will be used to determine whether or-not a family meets the

"Oconomicallydisadvantaged"'definition. information-disclosed on this form will

be kept strictly confidential in ar- -lance with ORS 657.665.

Pled answer the follow' q 0 s'iona. Your cooperation is appreciated.

I. How many family members are currently ,ving at home2

2 . In the space below, p-.ease entEr the nameS, social security number; and the incco

earned by each member of the family di:ring the last six (6) months.

Social Security :ncome for previous

Name Number a w:nths

3. Date this form completed:

The 'Completed form should -be maile Oregon State Ehlp iyment Di f;'icr
ATTFNTMN! TilTr



Form 6199 Certification of, Youth Participating in
(Rev. Jan. 1B83) a Qualified Cooperative Education Program
Department of the Treasury
Internal Revenue Service

(Ref= the JaorbestCortgleitl=ranttiOnu? to

p Certification initiated by 0 Employer 0 Student School

OMB No. 1545-0244

Expires 12-31-84

Part I Qualified School Offering Cooperative Education PrograM

Name of, school Telephone number

Address (Number and street)

City, State, and ZIP code

School system

Part Il EMployer

Name of business

Address (Number an, ree.t)

Employer Identification number

City, State, and ZIP code

Employer representative Title Telephone number

Part Ill Student

Na.me Date 0f Irt h Aiiatti, day; ktarySGT'
must be least age 16, but not yet

'runty number- 1

Address (Number and street)

City, State, and ZIP code

Student's first day on the job. (Must have been hired by you for the fi:st time after September 213,1978.) Starting wege per trour

Dates of cooperative program of the student

From (date) to

NUrribt( 01 hours ptir week

Certifica. a School (See Instruction f for Definitions)

I certify that the student named in Part Ill is a "youth participating in a crialified cooperative education Orograin"; the school

named in Part I is a "qualified school", and the cooperative education program of the school in which the student is enrolled is a
"qualified cooperative education program." : also certify that the_studerit has been determined to he a member ni aii
disadvantaged family by an office of the State t.innyment St i-.1.4 Agency.

Name of certifying officer (type or print;

S griture

Title

Date

PYrt V Signature of Employer (See Instruction C)

' certify that this inforr ation is correct and ' to the best of r!'y knowledge. This form is for obtaining the bt.inefitt Of the
Joh.. Credit "Under section 44B. I understand that my credit for employing the student named in Part III ;ill end if this certification
becomes invalid;

Date

Slanature



Instructions
Paperwork Reduction Act Notice,:,-NVe ask for i -,;S

information to carry out the Internal Revenue lacn
the Unit. 4c1 States. We need it to ensure tiiai
are complying with these lam; and to allow us to figure
and collect the right amount pf tax. You are required tc
give us this information.

A. Purpose of Fonti o199
For an individual to qualify as a youth participating in

a qualified cooperative education program (as defined
in B beloW), a qualified School Mutt certify in writing
that the student Wi Wers-the conditions in 8(1) oelow. The
school may meet the certification requirement by com-
pleting Form 6199. The certification allows the emp oyes
named in Part II of ForM 6199 to claim the jobS credit
for qualified wages paid or incurred to the student
named in Part Ill of the form.

The school mutt prepare PartS I through IV of Form
6199 in duplicate. The original of the form is given to
the employer and a copy is kept by the school for its
records.

B. Definitions

(1) Youth Participating in a Quah'..-4,:: CoOporatiVe
Education Program.The tc.m "youth participating in
a qualified cooperative education program" means any
individual who meets the following conditions:

(i) is age 16 but not yet age 20, and
(ii) has not graduated from a high sc%ool or voca-

tional school, and
(iii) is actively pursuing a qualified cooperative edu-

cation program, and
(iv) is a member of an economically ditadvantaged

family.

(2) QuAlfied St:boaThe term "qualified school"
mean;:

:iuccialired high scl,00l principally for voca-
tioml edu

(ii) dorartmert of a high school principally for
vocativ;nal eduraticn..is-

;,
a technical or voclftional school principally for
vocational education of_persons who have com-
pieted or left high school,

A school _which is not a public school is a qualified
Wide! only if it is exempt from tax under section 501(a).

(3) Qualified Cooperatiie Edtitatien Program.
Sae zection 51(d)(8)(8) and the related regulations for
the definition of a qualified cooperative education pro-
gram.

(4) Melibers of Economically Disadvantaged Fami-
lies.An a_member of an economically dis-
advantaged family if the designated local agency (State
employment security agency) determines that the in=
diVidUal was a member of a family which had an income
during the 6 months immediately prededing the earlier
of thernonth in which the determination is made or the
month in which the employee is hired; which, on an an-
nual basis, would be 70 percent or less of the Bureau. of
Labor Statistics lower living standard.

C.Instru for Employer
(UT' Ifirst-year wages or qualified second -

year w4. to the employees certified as youths
participating in a qualified _cooperative education pro;
gram are reported on IRS Form 5884, Jobs Credit.

(2) On receiving this form from the school, the em-
ployer must sign Part _V certifying that the information
on the form is correct before he or she can claiM the
jobs credit for wages paid to the_student named On the
form. The employer must keep Form 6199, for tax put.-
pores.

3) For more information on the jobs credit; see Pub-
lication 906; Jobs and Research Credits.

*U.S. C over nme t Printing (ks: 111113-421.10111/238
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V. EDUCATIONAL REQUIREMENTS

A. APPROVAL OFSECONDAR-Y-VrCATIONAL PROGRAMS

Vocational approval is require in order to receive federal vocational funds

for specific programs. PrOSr- approval is based on federal and '.4te

requirements. The voeat a tion Program Application Mariv. foOregon
Sce.condary Schools, Oregon Department of Education, will provl' r.reinarors
with speciftc instructions_ on making applications for program For

the sake_of breViry, that document has been synthesized for thls guide. A

number of questions might be:

WHICH PROGRAMS REQUIRE APPROVAL?

All_tetondary llth and 12th grade Ind two-year) vocational programs

need -to be approved prior to offeri f federal reimbursement. This_ _

reqUireMeht includes the vocational cluster programs and special vocational

programs.

All vocational, programs require initial and continuing approval: new

programs; amended programs and continuing programs.

WHEN DOES APPROVAL TAKE PLACE?

In March and August; the Vocational Educarion_Division mails instructions and

necessary forts to all school districts_with high schools. The completed

forms for new and amended programs are dUe batk_tO the Department of

Education by May 1. The annual secondary- vocational program approval review

forms are due at the Department by September 15, School districts may

request to have programs proved at_bther; times during the year; Sisaed

copies of the procesaed p ogram application and annual review forms are

returned to the district
,t1?

WHICH FORMS SHOULD BeUSED?

All Vocational-t-rest&ms

Form 581-4618 (Rev. 1/82); Annual Secondary Vocational Program Approval

Review is stitiMittdOnte each year. (A sample of this form is inclUded in

Chapter_VII.) The form is '.wed to indicate programs t.7 to continued or

discontinU. 1. All school districts with reimbursable vocational edOtation

program§ tUbtait this form; Use the form to show continuing industrAl_artt
programs (ga6-11:: of 200 ADM or less); This applies only to induttri-zil arts

programt approved for funding through the annual local applicatiOn.. .1..e form

is due at the oepaLtment Seprember 15.

New or Amended Programs

Form 5e1 -4616 (Rev; 1/82); F- %ndary Vocational PrOgr&A Application

is used to provide information for nelt pr:_.nrams and for amended progrems. A

sample of, this form is found in Chapter VII.



WHERE DO THESE REQUIREMENTS COME FROM?

The requirements that arise from state and federal sources include:

sixteen general vocational program requirements that are roterl
Oregon's State Plan for Vocational Education.
four requirements related to the use of federal vocational funds.
one requirement for providing the Oregon Department of Education with
data on programs; (SERVE)
twelve specific vocational program requirements that apply across all
programs with six of the twelve directed totally al. cooperative work
experience.
seven assurances that apply to federal and state legal requirements.

WHICH REQUIREMENTS.ARE SPECIFIC TO APPROVAL OF COOPERATIVE WORK FFPERIENCE
PROGRAMS?

The requirements that are spe...ific to cooperative work experience are:

concurrent enrollment in approved vocational_edu-Lation program.
4 only 11th and 12th grade students are considered fiscal reimbursement

purposes.
Written training agreements.

6 individual written training plans.
responsible for informing private; nonprofit schools within their service.
area of the availability of cooperative work experience programs;

o provisions for enrollment of diaadvantaged and handicapped students;

HOW ABOUT PLANNED COURSE STATEMEW.tS?

To assist the vocational program specialists i.n reviewing applications flOr

new programs and amended programs; ,7istricts are asked to include planned
coursestatementsfor all_coursesvities that make up the cluster or
special vocational .4rogram;

WHAT,ARE YOU SIGNING?

Authorized signatures are required on Form 581-4618 (Rev; 1/32) and Form
581-4616 (Rev; 1/82); The signatures confirm Incai district assurances that
a wide variety of laws; rules and re;alations are beim! compiled within tb,,:
operation of vocational programs and in the use of f2dcral vor.ational funds.

ABOUT MAINTENANCE OF EFFORT?

Uses of state urd local funds; which are reported to show maintiAned
or used as a match for federal funds; need to_follow iederal:requirement:-
In practice; Oregon ; total maintenance of effort .Aatvwide puts the use of
the most funds under federal rules reyulations -and definitions. The
Department staff haz an obligation to.keep the 'state and local diStritrS in
compliance with requirements.



WHAT ARE THE REQUIREMENTS FOR A SUMMER WORK EXPERIENCE PROGRAM?

The school must provide:

extended contract for a vocationally certified instructor and on-site
supervision of student;
a minimum of two on-site supervisory visits to each student spaced out
over the summer months;
a final evaluation of student's performance.
credit for summer work experience.

Alt select students between junior and senior years.

The following list of requirements must be maintained the same as with CWE
programs conducted during the regular school year.

1. The student must be enrolled in a related state qvroved vocational
program during the regular schOol year.

2. Enrollment in cooperative education programs is restricted to 11th and
12th grade students at the secondary level,

3. Written training agreements between student. --trent, employer and school
will be provided.

4. written training plans Will be provided.

5. secondary or community colleges are responAlle for informing
private nonprofit schools within their servic:1 area of the availability .

e:ooperati Vdtk Experience programs funded under the Education
ye,,:llents of 1376.

6. r.,),Avion w...1 be made for enrollment of disadvantac-d/handicapped
students.

The employer.) of these students should be provided Form 6199; Certification
of Youth Participating in a Qualified Cooperative Work Experience Program,
for purposes of the Targeted cobs Tax Credit under Sction 44B of the

Internal Reve.:.e Code.

HOV CAN I LEARN 'ORE ABOUT-REQUIREMENTS FOR PROGRAM APPROVAL?

Obtain a Program Application Manual from the Oregon Depatment of Education.

Thi!ssiguidelines contain federal and state assurances, general vocational

program requirements, special program requirements and individual program

requirements: The appropriate forms are attached with the guidelines.

B. APPROVAL OF COMMUNITY CULLE-E OCCUPATIONAL-CURRICULUN
PIND COOPERATIVE WORK EXPERIENCE

Definition

"Oc. cooperat4ve work experienc'": is a component o5 a program of

odcupatiotAi education; Occupational cowera'ive_work'experience is
conducted under a written agreement betweei a oolleAe and one cr more



employers. Students receive Instruction by alternating classroom and job
experience. This job experieace is directly related to the curriculum_
objective. Occupational cooperative work experience is jointly planned with
the student, college staff and employer.

REIMBURSABLE OCCUPATIONAL CURRICULUM AND COURSES

I. Reimbursable occupational zurriculum and courses offered by_Oregon
community colleges shall be approved in accordance_with_policies and
criteria established by the Oregon. Department of Education.

2. Criteria for approval of occupational curriculum -and courses:
a. Curriculum shall be responsive to chay74ng_labor needs;
b. Instruction_ shall be directed to tr.'L ,,4.A.ui:ations which require

less than three years of edL.'ion VIU Ur not require a
baccalaureate degree;

c. Instruction in the occupata,a ,r group of related occupations for
which the curriculum is designed shall be based upon skills and
knowledge necessary for entry employment or further education;

d. Each occupational curriculum shall be developed and conducted with
the_advice and assistance of a representative advisory committee;

e. Each occupational curriculum should have a cooperative work
experience component. That component shall be directly related
the occupational area fox-which training is provided;
(l) Cooperative work experience should be conducted under a

training agreement,
(2) A training plin Musf-be developed for each studenti_
(3) Qualified staff shall be provided for s9pervision of

cooperative work experience,
(`) Workers' Compensation Insurance must be provided for students

enrolled in unpaid work experience.
f. Instruction shall encourage sound safety practices_and work habits;
g. Facilitiesi equipmenti instructic..)a1 aids and supplies shall be

sufficievic in quantity and qualit,:y to enable students to e;:'fectiVtly
meet curriculum or course objectives.

h. Curriculum material shall avoid sex role and minority group
stereotyping and bias;

i. Vocational guidance shall be available to all students and potential
students who want, need and can benefit from occupational education,
education with emphasis given to persons with sr-^4A' 'Aee.ds;

j. Instructors shall possess the occupational and
competence required for the occupational area;

k. Safety standards are maintained in all instruct:. gigs in

accord with state and federal leWs
1. Period evaluation of occupational Lnirricuium sh?.11 determir,: how

well objectives are being et., including appLsisal frcm students,
employers and advisory committees;

m Federal funds shall be used to supplement local funds available to
the community college and may in no instance supplant local funds;
and

n. Provision shall be made to furnish reports and other information
requested by thDepartment of Education.



3. Procedures for approval of preparatory and supplementary curriculum:
a. All new curriculum shall be submitted to the Department for approval

at least four weeks in advance of offering. Three copies of Form
581=4644 shall hC submitted providing:
(1) Curriculum title, and title of related option, if any
(2) Course titles and descriptions,
(3) Credit hours, clock hours and total credit hours for

curriculum, and
(4) Course numbers: 6-digit Office of Education code, REGIS code,

state course number.
b. revised preparatory and supplementary -viculum shall be

submitted for approval to the Department annt....11y with three Aes
each of Forms 581-4644 describing:
(1) Change in title or curriculum or option, or of course title,
(2) Change in course numbers,
(3) Change of clock or'credit hours,
(4) Substantive changes in course descriptions, and

(5) Change(s) in form of recognition offered from certificate,
diploma or degree.

c. The Oregon Department of Education will take up to 120 days to
process curriculum applications for revisions from the date
submitted. Applications are to be submitted annually by June 15;

d. The d4aetion or suspension of any curriculum or related curriculum
option shall be reported to the Oregon Department of Etdication. The

Department shall notify any community college of intent to nullify
approved curriculum or options which have not'been offered for two
years, glving the college 90 days to justify retention on the list

of approved curriculum.

4. Reimbursable occupational cooperative work experience shelf be approved

in accordan with policies and criteria established by the Oregon
Department of Education.

5. criteria for approval occupational cooperative work experience:
a. Occupatidnal cooperative Work experience shall be approved only as

pdrt of an occupational curriculum (see Section (2) above)1
b. The ratio Shall be 3 or 4 clock hours for 1 unit of c:viit;
c. Occupational cooperative work experience seminars will be counted as

1 clock hour for 1 unit of credit;
d. Occupational cooperhtive work - xperience shall use a Single

numbering system. The number 280 is reserved for cooperative work
experience. Occupational CWE courses should use theioccupational
number for .the rrogram followed by the .280 numbet. Transfer
courtoS Should use the alpha designator for the program plus 280.

e. The maximum hour limit is 440 contact hours per student per-year :\

Reimbursement may be claimed in Any quarter or quarters during the
school year. Any exceptions may be justified and d file maintained-
by the college; and

f A maximum of 24 units of _redit is allowed for two-year-programs.
Any exceptions require prior approval by the Oregon Department of

Education.



6. Procedures for apnoval of occupational cooperative work_ experience are
the same procedures for approval of preparatory and supplementary
curriculum, Section 3., a. and b.

7. Criteria for approval of new experimental
courses:
a. Courses shall not exceed the maximum

the definition;
b.

c.

occupational preparatory
_

clock hour liMit contained in

Courses shall not.be approved for more than one
Aseriesof morethanthree courses will not be
plan of_instruction, hoWever, will be judged as
definition of a short-term program or program o

Calendar year;
approved_ Such a
meeting the

pt ion.

8. Procedures for.approval of new experimental preparatory courses:
a. 'All, new experimental preparatory courses shall be submitted to the

Department for approval at least four weeks in advance of offering.
b. Three copies of Form,581-4670 shall be submitted noviding:A-

(1) Course tile,
(2) Course descriptim,
(3) Target population,
(4) Credit hours and clock hours, and
(5) Course numbers: 6-digit Office of Education code, HEGIS code,

state course number.
4

9. Ciiteria for approval of occupational supplementary courses:
a. 'All occupational supplementary courses shall meet the criteria

listed in Section 2. In addition:
(1)- Courses'shall not exceed the maximum clock hour limit contained

in the definition, and
(2) A series of courses shall not be used in place of a new

program, new program option, or stew short-term program.

10. Procedures for approval of new or revised occupational supplientary
courses:
a. All new or revised occupational supplementary courses shall be

submitted for post-approval on .a quarterly basis,
b. Three copies of Form 581-4645 shall be submitted providing:

(1) Course title,
(2) Course description,
(3) Target population,
(4) Credit hours and cloCk hours, and
K5) Course nUmberse% 6-digit Office of Education code, HEGIS code,

state course number.
c. The Oregon Department of Education will processdccupationai

supplementary course applications within 90 days of the date
-sUbmitted.

19,4
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C. GRADUATION REQUIREMENTS
4

Each district school board with jurisdiction over_high.school programs shall
award diplomas to allStuilents who fulfill all school_ district requirements .

and all state requirements as described in the following sections and in'

district school board policies. A school diStriCt may awar+an alternatide
document to a student who has met some but not all of-the-grlduation
requirements;

Units of Credit Requirments

Each student ehall earn a minimum of 21 units of credit to include at least:
(;

a) Language Arts 3 (shall include the equivalent of 1 unit in written
Composition)

b) Mathematics 1

c) Science.- 1
d) U.S. History 1

e) Global Studies_- 1
f) Government 1/2

g) Health Education 1

h) Physical Education:- 1
i) Career Development - 1/2
j) Personal Finance and Economics - 1
k) Applied -Arts, Fine Arts or Foreign Language 1 (one uhitshill tie

earned in any one or a combination) .

Competence RequiteMenta

1. Each student shall demonstrate competence in:

a) Reading
b) Writing
C) Mathematics.
d) Speaking
e) Listening
f) Reasoning

2. StUdent competence:

a) Shall be verified by measurement of student knowledge andSkills or
measurement of student ability to apply that knowledge_and skill;

b) May be verified through alternatiVeitidang.tti meet individualiz,ed_

needs; however, the school district's standard of performance must

not be reduced; and
c) When verified in courses; shall -be described in planned course

statements; challenge tests an or other appropriate procedures for

_verification of competencieS assigned to courses must also be

available.
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V

) These credit requirements may soon change as a result_of.state Superintendent
Verne Duncan's Oregon'Action Plan for Excellence; introduced as thisilooki
went to press. The plan includes development of a state-required curriculum
in all basic academic progtams, kindergarten through gra4p 12. This
curriculum will address not only basic skills, but-the higher-order skills
our students will need in critical thinking, mathematics; science and
international studies.

.

Attendance Requirements If

1. Twelve_sChool years shall-be required beginning with grade 1,_except when
the school district_adopts_policies_providing for early or- delayed
completi _of. all state and school district credit and performance
require nts.

2. The district school board may.adopt policies fok alternative learning
experiences; such as credit by examinatkonland credit for off-campus
experiences;

3. With any7modification of the attendance requirements for graduation,
'school:districi staff shall consider age and maturity of students; access,
to alternative learning experiences; performance levels; school district,
guidelines and the wishes of patents or guardians.

.1

I
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D. VOCATIONAL CERTIFICATION

certification requirements,are established by the Teacher Standards and
Practices Commission and are defined in the Oregon_Administrative Rules.
These requirements undergo changes and updatespericidically._-Coordinators
shOuld_have-a reference copy of the Oregon AdMinistrative RIAlk (Chapter 5EP!)
that affect certification.

Coordinators' usually have basic or standard teaching certificates when they
become_involved wth work experience. SometiMes a vocational endorsement is
the only_need for completing the requirementS for vocational certification.
In rare instances,, a coordinator_may_be hirel_from.the business community and
lack:the college preparation needed for a basic teaching certificate.
Special_vocational certification options are available to coordinators that
enter education from business and industry;',

_ - -or Instructor Coordinator's-Certificate, valid for
'a period of not more than five School years; shall be issued to an applicant

' who holds an Oregon Basic Teaching Cettificate with a vocational teaching
norm or a regular five-year Vocational Certificate;

Sipe: Vocational Certificate.

Upon request of the employing superintendent. of a schbol district. a Special
Vocational Certificate shall be issued to applicants able, to qualify. _

1. One-year certificate eligibility is determined by any one of the
following three sets of requirements:

o Four calendar years of experience as a qualified worker in the.
occupation about whiCh he is togive instruction. .

Occupational competency for theassignment developed by a
combination of work experience and specialized training, or shown by
satisfactory completion of an examination. In either event, the .

candidate must be recommended by an instructor appraisal committee.
A baccalauieite degree and at least three years of 466vexpefience,

_both in the instructional area involved.

2. Five-year certificate eligibility requires the applicant to:

o meet requirements f r_the one-year certifiCate.
o have -one year oEtvo _tionalteaching experience.
o complete 12 quarter, hours of vocational teaching preparation; or the

equivalent; This shall include study in the methods of teaching;

3. Certificate Renewal-
r _ _

a. The one-year/certificate is renewable once; on completion ofsix
quarter hours of vocational teacher preparation, or .the equivalent;
This shall include methods of teaching;

b. The five -year certificate may. be renewed upon Completion, for each
renewal; of 12 quarter hoUrsi or the eguivalenti of profession
improvement in one, of the following areas:- methods of teaching.:

N
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evaluation of learning, psychologysof learning, career education,

curriculum, guidance and counseling,'or occupationalupgrading.

Note: Credit for occupational upgrading must be recommended by the
employing district as a part of an approved professional improvement

program for.the instructor. The occupational upgrading may be
through approved community college courses, established workshops,

or planned experiences in business and Industry. If formal-credit
is granted, clock houra Shall be equated to quarter hours on the

basis of 30 to 1. Credit will not-be given for routine work

experience.

-Professional improvement Programs

The Oregon VoCational EdUCatiOn Management Bulletin-No. 5 (September 1982)
details the requireMenta for 12 hours of occupational upgrading as related to

certificate renewal. Coordinators are urged tO read that bulletin .

carefully. The management bulletins are available from the Oregon Department

of Education.

Assistance With:Certification Needs

A coordinator can obtain help with certification probIsma from the following

agencies and/or perions.

Teacher Standards and Practices Commission
730 12th Street SE
Salem, Oregon 97310
TelephOne: 378-3586

Career and Vocational Program Specialtsts
Oregon Department of Education
"700 Pringle Parkway SE
aalem, Oiegon .91310-0290

Regional'Coordinator
Local Education Service Districts

.

Coordinators:can obtain copies of the certification requirement& from the

Oregon Department of Education or -the TeacherStandards and Practices

.commissidn. Ask for Oregon .Adminiattative Rules on certification.
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CHAPTER.VI

RESOURCES

ge

A. Agencies

B. Reference Books, Amphlets,
Periodicalsand Modules

C. Oregon Laws, Rules and
Regulations

D. Federal Legislation

A
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Oregon Department of Education
7004PringleParkway SE
Salem, Oregon' 973lO
Telephone: 3785859

Employment Division
Unemployment Insurance
875 Union Street NE
Salem, Oregon 973.10

Telephone: 378-3264

Wage andlour Division_ _

Bureau of Labor and Indubtriei;
.14005%175th Avenue
-Portland, Oregon 97201
Telephone: 378=3272

Workers' Compensation Deliartment
200 Labor and InduitrieS Bldg.
Salem, Oregon 97310' At*

Tel-pephone: 378-3272r.
Workers' Compensation Bbard
555 13th Mill Creek Office Park
Salem, Oregon 97310
Telephone: 378=3298

_
Wage and Hour Division
Bureau of Labor and industries
555 13th.Street NE
Salem, Oregon 97910:
Telephone: 373-1435

U;S; Department of Labor
Wage and Hour Division
1220 SW Third Avenue
Portland, OR 97204.,

Telephone: 22173057 I

#

VI,

A.

Policyholders Service Division
State Accident Insurer& Fusld (SAIF)
Salem, Oregon 97310
Telephone: 378-3517

Work Experience Coordinators of Oregon
c/o Work Experience Specialist
Oregon Department of Education
700 Pringle Parkway -SE
Salem, Oregon 97310 '

Telephone: 318-5859

RESOURCES

AGENCIES

_

Technical assistance from
:cooperative work experience
specialist and special needs
coordinator

Specific information; about
unemplOyment benefits

:Specific information on wage and
hour regulations

Specific information on work-
ers' compensation accident
prevention and compliance

Request hearings Ln matters. of
workers' compensation

Work pets

'Enforcement of federal
minimum wage and overtime

.Insuiance for vibilc
experience. students

Oregon profeSional or ita-
tionfor work experience
doordinatori

19



_

&operative Education Association (CEA)
(Address rotates each year

American Vocatili Association (AVA)
1510 H Street NW

1.WashtAgton; DC 20005

Oregon Vocational Association (OVA)
3821 Metheny Road NE"
Gervai5, Oregon 97026
Telephone: 393-4232

. Oregon Council of Career and
Vocational Administrators (OCCVA)
3400 Portland"Road NE

2Salem, OR :97303
ti

Teacher.Standaids and Practices
Commission r-
730 12th Street SE
Salem,' Oregon 97310
Tele0hOne: 378-1586

(

state Advisory CoUncil for Career
and Vocational EdUcation_
715 summsr.stveet:___
Sai" Oregon 97310 ,

Teleph6ne4 378-5932

career Information Systems
247 Hendrix -Hall
University of Oregon
Eugenei.Oregon 97403
Telephone: 686 -3872

Regional Coordinators
(seefoltowing list for
appropriate contacts).

2t2

National professional organization
for cooperative work experience

National' profeSSional organization
for all vocational program staff

- . _

Oregon_ professional organization
for ail vocational program staff

Professional organizatio
for program planners and directors

%

Certification

Issues in vocational education
/

Career inforitiatiOn

/

ProVide technical information and
assistance to'local programs



REGIONAL COORDINATORS
1983=84

-COUNTY COORDINATOR PHONE ADDRESS
.

SUPERINTENDENT

Malheur
Harney

SAM BANNER . 473-;3138 ,PO_Box.610.
Vale' 979111.

Lefoy J. Paulson

Coos
Cdrry

LOWELL CHAMBERLIN-- 269-1611 1350 Teakwood
.Coos Bay 97420

RObert

Lane --MARV CLEMONS 689-6600 1200 Highway 99N
Eugene 97402

Melvin mead

Union JIM DAVISON 963-4106
t

1100 K AVenue .

La Grande 97850
Ward Weissenfluh

Clatsop
Tillamook

CHUCK DYMOND 325-2862 _3194 Marine Drive
Astoria 97103

George Long

A

Jackson
Josephine

- NAT ETZEL '776-8593.-o: 101. North Grape
Medford 97501

Shelby Price;,:

0

Marion PATRICIA HINDMAN '588-5330 3400 Portland Rd NE
Salem 97303

Ron Wilkegson

Linn-Benton/WAYNE JOHNSON. 967 -8822 905 E;4th Avenue
Albanyl 97321

,!'Charles Seget

Wasco
.

ERNIE KELLER .298-5157 422 E 3rd Hammel Bldg
The Dalles 97058

Fred D. Krauss

Multnomah MAIFLYN DAVIS 251-7414 PO Box 16657
Portland 97216

Allan J. Theft

Umatilla
Morrow

SAM PAMBRUN 276-6616
,

404_SE Doriont Box 38
Pendleton 97801

ca

Ken Stanhope

Washington JOHN PENDERGRA\SS 845-4242 17705 kw Springville Rd William Prcii:e
Portland ,9229 .

Clackamas AL PFAHL.; - 635 -4341 Marylhurst, Campus
Marylhurst 97036

Russell Klein

Douglas' JERRY SHIVE;nr 440 -4759 1871 WE Stephens St
Itoseburg 97470

Jr-".-,

Tom Heubner

Klamath
Lake

SILL BROWN 883-5000

'6\4

334 Main St
.Klamath Falls 97601

James B. Conroy..'
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. .
Affirmative Action for the Handicapped Washington, D.C.: United States

Department of Labor, EmployMent_Standards Administration,Office of Federal

Contract Compliance Programt, 1980.

4--Affirmative Action, Voca-tional Rehabilitatlonsand Employment of the

Handicapped, "WhaCs Ih It For tle?;" Resource Guide for Employers, Waltham,

MA: Harold Russell Asotiates; Inc.; 1978.

Biros, Oscar K., The EighthAiental-MeasUre.ment Year Book (GATB)4 Highland-

;.Park, NJ: Volume 1, 1978.
_ _ _ _ , _ _

dhird Labor ReouireMeAtt-in-A4riculture1/2under the Fair Labor Standards Act,

Washington, D.C.?.:United Statet Department-of Labor, Employment Standards
Administratitin, Wage and Hour Division, Child Labor Bulletin No. 102, 1978.

Child Labor Re uireMentt-in-NOna-riculturalOccu-ations- Washington, D.C.:
United States DepartMent of Labor; Employment Standards Administration, Wage

and Hour Division, 1978.

Cooperat4Va-amUpational Education Programs; Administrative Handbook,

Albany, j4Y: University:of the State of Mew York, The State Educatitin

Department, Office of Occupational and Continuing EdUCation, 1972.

Cooperative-Work-Experience Assessment Guide, Salem, dragon: Oregon

Department of Education, 1972.

rawford, Lucy C. and Warren G. Meyer, Organization-and-Administration of

ributive Educations Columbus, OH: Chai,les E. Merrill Publishing Co.,

1972.

Dictionary of Occupational Titles, Washington, D.C.: Vol I and

Department of Labori- Bureau of EmplCiiiitent and Training, 1980.

Ditzenberger, Roger and Jim Burrow, Vocational-EdUtationodule
Evaluating On-The-Job Trainin4.University of Northern Iowa, 198

Vol

Number 9,
0.

Ditzenberger, Roger and Jim Burrow, NOCational-Education Module Number 6,

Student Orientation for On-The-Job-Trainin-4,-- University of Northern Iowa,

1980.

Fielding, JoY6e, and
!grams, Sedalia, MO:

Handbook of Policies
Programs, Curriculum

Marvin R. Fielding, Conducting Job Placement Pro-:

State Fair Community College, 1976..-

-
and Proc uret for-Comunity College Occupational
and -c == Salem, Oregon: Oregon Department of.

Education, 1980.

Heermann, Barry, Cooperative-Education in C a unit Colle ea, San FrarC

cisco, CA:4-jOssey-Bats, Inc., 1973.
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Ivins, Wilson H. And William B. Runge, Wbrk-Experience in the High SchoN,
New York, NY: The Ronald Press Company, 1951.

4

mason, Ralph E., Peter G. Hainet and Lorraine T. Furtado, Cooperative
Occupational-Education-and-Work-Experience in the Curriculum, ',ermine, IL:.

Third Edition, Interstate Printers and Publishers, Inc., 1981.

Meyer. Warren G., _Lucy CraWfOrd andjiary K. Klaurens, Coordination in.

Eeopera ive cOtiona -1 ucation. Columbus; OH: Charles E. Merrill
Publishing Co., 1975. _

Miller,. Frank'W.; James A. Pruehling and GloriaJ. Lewis. Guidance Principles

and-sefitices-; Third Edition, Columbus; OH: Charles E. Merrill Publishing

'Co.; 1978.

06cCupational Internship Coordinators Handbook, Corvallis, Oregon: otegto

State University. 1980.

Oregon_AdmOiStrative Rules thapter 584.-Division 18'Teacher Standards and
Practices Commission. 1982. .

.
._

p.

Oregon Vocational Education ManagemeittBitnetin-::o. 5-;- Salem, Oregon: Oregon

Department of Education. September 1982.

Performance-Based Teacher Education-MbdUlet;-AssIst_Students in Applying

for Employment or Further Education,- Athens, GA: American Association for

Vocationa; Instructional Materialt (AAVIM); 1978.

Performance Based- Teacher-Education Modules, A-I0, Conduct a Student

Follow-Up Survey, Athens, GA: American Association for Vocational
Instructional Materials (AAVIM), 1978.

0

Performance- Based Teacher Education Modules, J -7, Coordinate On-The-Job *Iv

Instruction, iCthens, GA: 'American Association for*Vocational Instructional

Materials (AAVIM)-.. 1978. .

-..
,

Performance-Based. Teacher Education Modules,
Intereats of Students, Athens, GA: American
Instructional Materials (AAVIM), 1978.

PerfcLrmance-Based Teacher Education Modules,
Promote Your Vocational Programt Afhens, GA:
Vocatl.onal InsSructional Materials (AAVIM), 1

B-1, Determine Needt-and-
Association for Vocational

'G-3; Develop-BrOthUre-S-to
American AttbtiltiOn for

978.

Performanae-Based Teacher Education Modules, J-6, D felop The Training
Ability of On-The-Job InstructOrs, Athens, GA: AMer4-an Association for

Vocational Instructtonal Materials (AAVIM), 1978.
1

Performance-Eased Teacher iducatibbAlkOdUlet4-J-1,1 Enroll Students in Your

Cooperative Program, AthenS, GA:" AMerican Association for Vocational

tInstructional MaterialE (AAVIM>, 1978.

Performance-Based Teacher-EdOtatiOn-MOdUles, J -8, Evaluate Cooperative
Students' On-The-Job iDerformande!, Athens, GA: American Association for t.

Vocational InstruCtional Materiala (A4VP4); 19713'
215

941



Performance -Based Teacher Education Modules, F-2, Gather Student-Data-Thtoti4h

!Personal Contact, Athens, GA: American Association for Vocational
Instructional Materials (AAVIM), 078.

//
Performance-Based Teacher Education Modules, Ii-1-Keep-Up-To-Date
Professionally, Athens, GA: American Association for Vocational
Instructional Materials 4,(AvIM), 1978.

Performance-Based Teacher Education 4161U-1-6R-4-,--Maintain a Filing System,

Athens, GA: American Association for vocational Instructional Materials:

(AAVIM), 1978.
V

Performance-Based-TeacherEdUCatiOn-MtidUles, A -5, Maintain an Occupational

Advisory-Committed Athent, GA: American Association Eor Vocational
Instruca tional Materialt (AAVIM),,1978,,

_ _ I
Performance-Based -Teather-EdUcatiOn-44odules, 3-2, Manage the Attendance,
Trans fers -,-and-Terminations of Cooperative Students, Athens,, GA: American

AssodiatiOn for Vb.-CAI/mai Instructional Materials (AAVIM), 1978.
, b

PerforMaritei-Boyd -Teather Education Modules, A-4, Orize an OccuPational
AdVitOrY-COMmittei, Athens, GA: American Association-for Vocational
Instructional Materials (AAVIM), 1978;

PerfOrmance-Based Teacher Education Modules, G-4,Prepare DistoilaVS-tOPrOMbee

Your-Vocational Program, Athens, GA:. American Association.for-Vocational
Instructional Materials (AAVIM), 1978.

Performance-Based Teacher Education Modules; J.9-Prepare-for-14tUdents'

Related Instruction, Athens, GA: American AttoCiation for VOcational

Instructional Materiais'(AAVIM),'1978.

ir

-
.

Performance -Based Teacher Education ModuleS5-Preimtre-AMews Releases and

'Articles Concerning'Your Vocational-Program,- Athens, GA: American
-Association for Vocational.InstrUctional Materials (AAVI4),. 1978.

Performance -Based Teacher-Education=kodules, J-5, Place Cooperative -

Students On-The-Job, Athent, GA: Ameri an Association forVocational.
Instructional Materialt (AAVIM), 1978:

.

Performance-Based Teacher -EdlicationModulesi E-8, Provide for Studgnt Safety,

Athens, GA: Affieridah:Association for VocatiosAl Instiuctional Materials

(AAVIM), 1978.
.

Performance -Based Teacher Education Modules, 3 -4t Secure Training Stations
fOr-Y6UrCooperatiVe Program, tAthens,tA: sAierican Association for
Vocational Instructional Materials (AIM), .

,

Performance-Based Teacher_Education Modules, J-10 Supervise-an-EMbroVer-
EMOtOyee-Apprediation Eveai_Athens, GA: American Association fidi;t Voca-

tional Instructional Materials (AAVIM), 1,978. - -
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Petfor-niande-Based-Teacher_Education Modules* F-3 Use Conferendes to HelpMeet
Student Needs; Athens; GA: American Association for Vocational InstruCtiOnal

Mateiials (RAVIM); 1978,

Performance -Based Teacher Education Modules, G=84 Work _with-Members-bf-the

Community; Athens; GA: American Association for Vocational InstructiOnal

Materials (AAVIM), 1978.

.Section 504, Rehabilitation Act of 19.73, St. Paulo_ MN: U.S. CO-de_

Congressional and AdmiRistrative News, Vol 1, 93rd.Congress, !irst session;

West Publishing Co.,'1073.

Stadt, Ronald W. atnd Bill G. Gooch, C6606ratAVe-EdUdation-,- Indianapolis;AN:

Bobbs-Merrill Co., Inc., 1977.

fStandards or Public Sth
February 1980.

oo-1S Salem, Oregon: Oregon Department of Education,

Targeted Job Tax Credit R
Washington, D.C.: United

-0. ive EdUcation Programs;
states vartment of.Labor; Employment and Training

Administration, 1980. ,

Title IX, 1972 Educational -Menften-th,,St. Paul, MN: U.S. Code Congress-
ional and AdMiniStratiVe News; Vol 1; 92nd Congress; Second Session, West

Publishing Co., 1972..

Title VI, 964 Civil fights Act Washi ton, D.C.: United States Statutes at

Large, Vol 78, 88th Congress, Second Session, united States Government

Printing Offide, 1965.

Twenty-One-Tibt-to-Gett-ing-a-Job, Lansing, Mi-f----Michigan Employment Security

Commission, 1979.

Winefardner,'David W., Interest Measurement: in Vocational Decision Making:
The-Use-of-the Ohio Vocational Interest Survey (OVIS), Columbus, OH: 1979.
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Oregon Revised Statutes

The Oregon Revised Statutes that affect work experience are numerous and c

subject to change by amendments. These statutes are legal interpretations of
state laws that define applications of laws. Exemptions 'from legal
requirements for work experience students are defined in the Oregon Revised
Statutes. ORS 656.033 (Workers' Compensation Law) defines the requirements
for providing students with insurance protection. The Oregbn Revised
Statutes that affect work experience can be obtained from the Wage and Hour
Division.

Oregon Wage and Hour Commission Industry Orders

The Commission Orders are regulations established by the Wage and Hour
Commission for establishing employment conditions and safety for workers.
Industry orders prevail in. situations that are not covered by federal
regulations; Copies of Industry Orders'are.available from: Wage and Hour
Division;

ti
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.

D UNITED-STATES (FEDERAL) LEGISLATION;

1. Adult Education Act of 1966 (P.L. 89-750) authorize 'ants to states for
programs to help adults continue their education at le st through high
school and,to obtain training for jobs.

2. caree& Education Incentive Act of 1978 (P.L.,'45-207) aUthorized career

education prograil for the elementary and,secondary.SchoolS.

3. Civil Rights Act of 1964.(P.L. 88-352). under_Title:IVrmandated_the
desegregation of public educational institutions and,"Under_Title VI,
made racial and ethnic discrimination illegal in programs that receive
jederal financial assistance.

4. Comprehensive EmplwMent_and Training Act of 1973 (P.L. 937203)
established a_systeM of federal, state and local, programs to train
economically disadvantaged and unemployed persons and.t0 provide job
opportunities.

5. Economic Opportunity Act of-1964-(P.L.. 88-452) authorized grants for
college workzStUdy iitboatits,_suppport for vocational training for
unemployed youths, and a number of other educational and training
programs. 2.

6.. Education Amendments Of 1972 (P.L. 92-318) established the Education
Division, the Natibnal Institute of Education; Title IX prohibited
distrimination based on sex in any program receiving federal funds.

_

7. Education-Amendments of 1976 (P.L. 94-482) provided federal assistance to

o the states for career development'and educational programs. The
vocational Education Amendments are included in_this lawA Title II of
the Education.Amendments of- 1976 amended the Vocational Education Act of

1963 to provide the federal-legiSlatton authorizing vocational education

programs and activities.

8. Education Amendments of 1978 (P.L. 95-561) established a comprehensive
basic skills program for reading, writifib and mathematics in public

schools.

9. Elementary and Secondary Education Act of 1965 (P.L. 89-).)'provided
financial assistance tg local educational agenciel-to educate
economically disadvantaged. Title VII, BilingUal Education Act, provided
funds for bilingual programstiat the preschool, elementary and secondary
levels.

10. Elementary and Secondary Education Atii6hddentf-1966-(13.L. 89 -75k)

authorized additional fundS for programs for handicapped students.
1

11: Elementary and Secon ry Edudation-AmendMentS-of-1-968-(P.L. 90-247)
authorized support f regional centers for education of.handicapped
students and programs in bilingual edueatlon.
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12. Equal Pay Act of 1963 (Amended 1972, 1978). Equal pay for equal work
under similar conditions regardless of sex..

13. Family Educational Eights and Privacy Act of 1974. Allows full acCessto
student-learner records by parents/guardians;

14. Federal Fai Labor Standards Act of 1938. Established minimum wage,
overtime p, equal pay, recordkeeping, hazardous conditions, and child
labor standards for minors in agriculture and nonagriculture occupations.

15. Federal Revenue Act of 1978 (Targeted Jobs Tax_ Credit)._ 'EncourageS_
employers to provide employment to target populations who have few job
skills by offering tax credits.

16. George-Barden Act of 1946 (P.L. 79-586) expanded federal 'support for
vocational education.

41

17. George-Been Act of 1936 authorized increased appropriations for existing
vocational programs and added distributive education to vocational
education.

18. (P.L. 89-329) provided funds to colleges and
universities for community service and cooperative education;

19. Higher-Education Amendments of 1968 (P.L. 90-575) authorized new programs
for disadvantaged college students.

20. Maneower-Development and Training Act of 1962 (P.L. 87-415) supported
training for unemployed and underemployed persons. v 1

21. Rehabilitation Act of 1973. Section 503 of 1973. Federal contractors_
agree not. to discriminate against any handicapped:person who is qualified
to perform the joh; and agree to take affirmative action to hire. advance
and treat handicapped without discrimination.

22., Smith-Hughes Act of 1917 (P.L. 64-347) provided grants to states for '

agricultural, industrial-and trade-related education below the college
level.

2a. Vocational Education Act of 1963 (P.L. 88-210) increased federal Support
for residential vocational schools, work-study programs, and research :and
training in vocational education.

24. Vocational Education-AmenamentSof-t968-(PIL. 90-576) provided federal
grants to_states for vocational education and part-time employment for
persons of Ali ages and all educational levels.

6
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CHAPTER VII.

GUIDELINES FOR PLANNING
AND IMPLEMENTATION

o

A. Management Model Flow Chart

B.. Checklist for Planning and Implementating a

Page

?23

224

o

Work ExperieT4e Program

C. Examples

.
1. Work EXperience EValUation Guide 226

2; Brochure Employment of Minors 231

° 3. Brochure State and.Federal Minimum Wage 237

4. Pbrm 581-4618 Annual Secondary Vocational
Program Approval Review 243

5. Form 581=-4616 Sdcondary'Vocational Program
Application Request 244

6. Form 581=4644 Application,for Approval of
an Occupational Curriculum 246

Follow-up Cover Letter Comileters .248

8. Follow-up Survey Double Returnable
PoStcard 249.

9. FolloWup Survey - Completer 251

10. FolloW-up Cover Letter - Employlr 252

11. Folkow-up-Survey - Employer 253

12. Forms for Special Needs Program_ 256
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B.. CHECKLI S_POR PLANNING AND IMPLEMENTING A
-EXPERIENCE PROGRAM

(Refer nced to Job sh ts)_

Pre-Planning (See A-2)
Obtain administrative approval for conducting a
needs assessment. '

-e Establish ad hoc committee to assist with needs
assessment. i

Conduct survey'of school, student and community needs.
Report findings and make recommendations.

Planning 4 .

Orgahize an advisory committee (A.71)
Mentify legal requirements'of work_ experience (A-3)
Ideniify educational requirements of work experience_(A-4),
Develop philosophypand goals ofiviork experience (A-5)
Develop instructional plansfor work experience:IA-6)
Develop long-range plans for_work experience (A=7)_
;Establish policies and procedures for.program '(A-111)

1MPletentation
Assign staff (A-10)-
Provide orientation to staff (A-11)
Secure needed resources (A-12)
Provide 4portunitiei for special needs students (A -13)

Guidance and Placement
Recruit, screen and select students (B-1)
Provide orientation to student (B-2)
Conduct conferences with parents (8-3)
Assist'students with personal adjtstments (B -4)
ConduCt student progress reviews (8-5)
Analyze cumulative record
Assist*stUdents with empl
Prepare students for j
Write letters of T 11 ."

(B -6)

ent applications (8 -7)
in erviews (B -8)'

tion (8-9)
Conduct follow-up surveys (8-10)
Assist students in job placement (B-11).
Provide placemed% services for special needs
students (8 -12) N

Coordination
Identify..and evaluate training:stations (C-1)
Visit trainingsitesfX-2)
Completetraining agteemehts_(0=3).
Complete training pAans (C-4)
Provide in-school job coOrdination (C-5)
Provide employers with information (C-6)
EValuate stUdent performance (C-7)
Handle. termination and relocation processes (q-8)
Complete_records.and forts (C-9)
Coordinate special needs students (C-10)

224
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Public Relations_ _

Provide public information on program (D-1)
Develop training_ sponsors (D -2)
Provide information program for students (D-3)

-* Develop:promotional_brochures (D-4)
Preparelin-school displays(D-5)
Ptepare hews releases (D -6)
conduct recognition programs (D-7)
Develop an annual report on program (Q-8)

EValuStionand-Revision (A-9)
EValuatework'experience program.
Make revisions based on evaluation findings;

Professional Development
Attend district and ,state Workshops;-meetings
and seminars (E-1)

Keep current on the technological changes in
butinesa and industry (E-2)
Participate in local and state professional
organizations (E-3)

!,":%:225 212
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WORK EXPERIENCE PROGRAM -;:

EyALUATION SA VE V 'GUIDE

1

. , Role of Respondent
1 .
I

I TheThe District

Yes

1. Has a written District policy statement bepn di-i

veloped'to help in administering,cooperative work

experience education? .

2. Are the individual school administrators interested
and.involmed in defining policies relating. to the
Cooperative Mirk ExperitnCe PrograM?

3. Does thefiistrict nav# a plan for student plate/tent

and follow-up?

4 Is the_ Cooperative Work Experience Program geared toy
/the needs of the community-it-serves_?

In-Distrit Coop Work'Exp. Program
1

. . ,

1.' Is the In-District Cooperative Work Experience Pro-

; gram meeting the needs of the Students involved?,

2 Does the In- District Cooperative_ Work_Experience-
Program meei the needs Of the District?'

3J Is the preent CooperatiVe Woric Experience Program

!

I adequdte for our Disttitt?
:

.4'; Is there adequate COmmunication between District
Coordinator, work experience stwients; and super-
visors in our In-District Coop Work Exp. Program?

S. IsOere adequate communication between the related

cluster teacher and the In-District supervisors?

Are the District supervisors thoroughly informed

concerning_the pgyposes and educational philosophy

(I

9f the In- District. Coop Work -Exp. Program?,

1. Within the District program is there a sincere id=

terest and effort to train the student?
k__

4. po you feel Cooperative Work' Exp. should be limited

Ito juniors and seniors in high .. bodi .

9. Do feel the In- District. CooperatiVe Work Experi

ence Program should be dropped?

226
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4

Do; Not:

No Know-



set
ft _

"Outside" Cooperative work Experience Program
-:-

-- .
:_ -it DO Net

/ YeS NO Know
b,

6 Are students knowledgeable about the,'"Outside" Coop
.

erative Work Experience
/1-

Program?

/-

2. Are -the Schools.doinganything specific to inform-
students aboutthe procedures and criteria for
obtaining credit for "OUtside" Cooperative Work,
Experience':

3. Are outside employers _thoroughly informed concernr
ing the purpose and edUitationalphilosophy of the
"Outside" Cooperative Work Experience Program? .

_ _ _

4. Is there adequate communication between tu& District
coordinetot and "Outside"'employers?

A

4 Inst_ruction-

1. Does the Dtstrict have a'well-organized plan. for -

publicrzing the Cooperative Work Experience Program?

2; Does the District have*a definite plan for screen-
ing and selecting .students intothe program?

3. Are the student -, trainees placed on jobs which yill
proVide them with he types of experiences needed
to help meet their areer objective?

4; Is there a student work agreement signed by the
student; parent; employer; and coordinator which'
contains the duration izf the training period-and
the responsibilities of the student; employer;
school; and parent? ;

S. Are there- written _traning plans_ which list learn-
ing activit;es and goals for eachitraining station?

6. Do you.feel that wri-tten training plans are im-1
portant_for a good Cooperative-Work Experience
Program:

Do the- supervisors of the training_stations provide 01.

a variety of learning experiences forrStudent,trainecs?

8. Are regular=.] evaluations .make on-the perforManc,-.; and

program of student-trainees? .
ro

9. 1s -there a counseler;in each building who'is given
released time. from the normal' counseling. load To
handle vocational counseling?'

,
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41,

p

Teacher-Coordinator

4,7

I. Is the District Work Coi;dinator easily accessible
to all District Personftel and students?

2. Is the Occupational Skills Center the most de-
Sirable place for the office of theDistrict Work
Experience Gqordinator?

Do Not_

Yes No . Know 7

3. the_District prthide.for alteacher-cooidinator
ineach high school and the SkiIfs Center?

_

4. In your opinion, should there be a teacher-coordinator
in each high school and the Skills Centex?

S. If.the ansr to the above question is "yes," should

there, be ull-time coordinator at the District
ve to work with the teacher-coordinators and '.:()

/co dinate and be respOnsible for all.facetS of the
work experience,,program?

_ Advisory Committee

. Is there an advisory committee -r work

experi.enA?.

2 In your opinion, should the work experience program

have an advisory committee?

Youth Orkanizatiams_

I. Should vocational youth organizations," which develop

leadership and technical. knowledge; be an integral

part of the Cooperatige Work-Experience Program?

2. Is there an active. youth organization for each

cluster area in the District?

Program thane

4. Should students who are in a related class or career

area for which there is no cluster be given credit,

: for related work experience7

2. Do you favor haginga Diversified OcCuOations class

for career areas for which there are no clusters?

3 Are you in favor of maintaining the present Coop=

erative Work ExperienCe Program which folloWlCNO
State Guidelines for Cooperative Aork Experience?



4. Do yOu favor a Cooperative Work EXperience Program
written and designed specifically for our Dittiet?

S In addition toCooperativ Work Expe iencecredit,
should we as a District, -also be "looking at some
form of general work credit?

If the District -were to give general work credit,
should the District coordinator be responsible for
the supervision and evaluation of the program?

P

Comments F Soggestidnr,

C.

2i6
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Employment
of Minors

1982

A guide for 74 to 17 yeat'olits and their employs
Note: Nothing contained in Ike ibilowthg regulations applies .to minors who are news carrMrs, who work

in and about the family home or who work in agriculture and do nit operate machinery.
_ .

Going To Work For The Fint Tinie
6

Work Permits
Required for

14-17 Year Olds

Applying for a
work permit

proof_ of
Age Nte-cWo:1

4

When yau are 1d1 you are old enough° to be hired to do a variety of jobs. But first, yoil
should apply for a work permit. Your high school office usually has a supply of applications;
or you may call the Wage and Hour Division of the Oregon Bureau of Labor and Industriesi,
and ask that one be mailed.

It is a good idea -to apply for your rmit as soon as you are 14, even though yoU may nas
be looking for a job just yet. Vow wig need to have the permit reply when you do go job-
hunting. The permit is issued at no charge

. Besides your own signature on the application; yomwill need your social security number
and your parent's or guardian's signature, Yoti must then4iend the applicatiorito the Bureau
of Labor and Industries along with a iificittc-ddY of your proof of age.

-
These are the kinds of documents which may be used as proof of age:

Birth Certificate
lAptismal Certificate
Passport
Adoption papers

A-driver's license cannot be accepted as proof of age.

Emancipated You w)11 need your work permit you ail 14 through 17 years of age. Emancipated
Minors; minors and minors who are, married are subject to the same requirements, and must have a

Married Minqz work Frit if they are 14 through 17 years of age.
. .

. . 41.

Employer's Within 48 hours after4ou have been hired, your employer must complete an Employer's
.

Cettifitate Certificate and submit it. to the Bureau of Labor and Industries at the address noted below.

Lost Work If you lose your work permit _you may request a duplicate from Wage and Hour, 240

Permit Cottage St. SE., Salem, Oregon 97310.

Agriculture

FCeVisvd 1/82

If you work in an agricultural job you do not need a work permit unless you will be
operating farm machinery. 217



PermiftcA
laccupatiOns:

Offices

Stores

Packers

If you are 14 or 15 you may apply for these kinds of fobs:

Office work of all kinds.

Cashiering, selling or stock work in retail sales or service establishments; display or
window trimming;, work in.art or adviertising offices: -

Price marking or togging; assembling or p- a cking orders:
. .

Grocers Bagging orders in grocery stores; clean up work; including using vacuum cleaners and
floor waxes. , , :

-

Restaurants; Food service; bussing dishes; cook;Ag at soda fountains, lunch counters or "cafeteria
Hotels serving counters; kitchen work includirigihe use of machines such as dishwashers, blenders,

corn-poppets, dumbwaiters.

-.,Carwash Car washing, cleaning and polishing.

rvie Station

Fai

Service statio n attendant, but not including the use of pits, racks or lifting apparus; and
not including the inflation of any tire mlounted on a rim equipped with removable retaining
ring.

Agricultural work

Theatres, Ushering, sales or services in theatres, recreation areas or establishments.
AmuSement Parks

Parks, 'Yards Outdoor maintenance work, such as brush clearing, removing litter, grounds/keeping; but

C_anneries and
Packers

Nursing Homes,
Hospitals

Day-care Centers

Kennels

Farms

not including the use of power driven mowers or cutters.

Cleaning or .packing produce.

AssistingA in patient care in hospitals or nursing homes.

Child care.

Pet grooming; pet care:

Agricultural work; such as picking or plant propagation, care of livestock.

232
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Work Hours for 14 and-13-Year Old Employees
State

Requirements

Ftderal
RkilliremeriN

Because you already have a responsibility to attend school regularly; your hours will be
scirnewhat limited in your first work experience. If you are emploed by an establishment
which is regulated by the state minimum wage law; you may work only between the hours of
7:00 a.m. and 6:00 p.m., unless your parent or employer will furnish a letter guaranteeing
your transportation. This letter should accompany the Employer's Certificate which your
employer sends to the Bureau of Labor and Industries. If thiS has been done you may be
permitted to work until 12:00 midnight.

In those establishments covered by the state minimum wage law; you may work up to 10
Atiihours a day and 44 hours a week. An employer who needs you to work Ion hours may

apply to the Wage and Hour Commission for an emergency overtime permit. With such a
permit you could work as many as 10 hours a day and six days a week if approved by the
Commission:

3

If your employer is subject to the federal minimum wage law, you may work 18 hours a
week during the school year three hburs on any day when school is in session and up to
'eight -hours on any.non-school day. You may not work befor7:00 a.m: or tater'ffian 7:00
p.m. During the summer vacation period you may work until 9:00 p.m: (June 1 through Labor
Day),' and up to 40 hours a week. L.

I.
Agriculture and Minors employed in agriculture or in youth camps are not subject to the foregoing hours

Youth Camps limitatiohs.

Jobs That 16 and 1 7 Year Old Workers Can Do:
More Opportunity When you become 16 there are many more jobs which you may do: You are only

restricted in the use of some machinery, explosives, radioactive substances, mining and
logging bberatibn5. (See list of prohibited occupations at the end of this summary.)

Work Hours for 16 and 17 Year Old Employees
No Restrictions When yOU are 16 ybir are no longer- restricted to work within specific hours: You may

work any time of the day or night, and up to 44 hours per week: Longer hours may be
approved by the Commission if your employer applies for an emergency overtime permit.
These regulations cover -employers subject to either federal or state minimum wage laws.

For more into. -cation write: or call:
Bureau of Labor and Industries Portland 229-5750
Wage and Hour Division Salem 373-1435
1400 SW. 5th
Portland, Oregon 97201

or,
Toll free 1-800-452-3503



Prohibited Occupations
Minors under 18 may not rise specified equipment in the following occupations:

(For a complete listing of prohibited machines, see "Child Labor Bulletin No. 101" available from
the United States Department of Labor, Wage -Hour Division)

1. Logging
All logging operations or occupations in the operation of
any sawmill, lathmill, shingle mill, or cooperage stock
mill.

2. Messenger service
All delivery of messages or goods between the hourscof
10:00 p.m. and 5:00 a.m.

3. Explosives manufacturing
All occupations in or about plants or establishments
manufacturing or storing explosives or articles containing
explosive components.

4. Motor vehicle driving
All occupations of motor vehicle driver or outside helper
riding outside the cab for purpose of assisting, in the
transporting of goods.

5. Coal-mining
All coal-mining occupations performed under ground, in
an open,pit, or bn the surface of a coal-mining plant for
the purpose of extracting, grading, cleaning or handling
coal.

6. Woodworking
Woodworking occupations involving, the use or mainte-
nance of Power driven woodworking machines for cut-
ting, shaping, forming, surfacing, nailing, stapling, wire
stitching, fastening or assembling.

7. Radioactive substances
Occupations involving exposure to radioactive sub-
stances and to ionizing radiai:ons.

8. Hoisting apparatus
Occupations involving the operation _of power-driven
hoisting apparatus or assisting in the operation of hoisting
apparatus such as:

elevators
cranes

' derricks
hoists
high-lift (rucks
man lifts
fright elevators.

9. Metal Working
The occupations of operator of or helper on power:driven
metal forming, punching and shearing machines. This
order does not apply _to a very large group of metal-
working machines known as machine tools. Mathine
tools such as milling fUnction machines, lathes, planing
function machines, grinding function machines, borers,
drills, drill press, reamers, honers may be used by 16 and
17 year old minorsias_well-asa-nuMberof othermachine

1Q.. Mining, other .than
Occupations in or on the surface of underground mines
or quarries.

processing, or rendering including but not limitedio, the ,
\ use, repair or cleaning of the following machines:

meat patty forming machines
, meat slicing machine
\ meat and bone cutting saves, knives
\grinding, mixing, - chopping machines:

12. Bakery Machines
The occupations of operating, assisting to operate; repair
or cleaning of dough mixers; batter mixers; bread divid-
ing, rounding ot molding machine; dough brake; dough
sheeter; bread slicing and wrapping machine; cake cut-
ting band saw. The occupation of setting up or adjustinga
cookie or cracker machine-Other-bakery machines may
be used by 16 and 17 year old minors.

13. Paper-products Machines
The occupations of operating or assisting to operate
paper-products machines including; bot not limited to:

arm-type wire stitcher or
stapler
circular or band saw
cover cutter
guillotine paper cutter
Scrap=paper baler
platen die-cutting press
platen printing press
punch press.

Many paper-products machines may be used by 16 and
17 year old minors, including, but n9t limited to:

bag making machines
box making machines
folding machines
gluing, gumming
rotary printing press.

14. Brick and Tile Manufacturing
All work in or about establishm ts in which clay con-
struction products are manufact ecl except work in offi-
ces, storage; shipping, drying departments. All work in or
aliciut establishments in which silica brick or Silica refrac-
tory products are manufactured; except work in offices.

15. Saws and Shears
All occupations of operator or helper or of setting up,
repairing; cleaning of:

circular saws
band saws
guillotine shears:

16. Wrecking
All occupations in wrecking; der7riolition and ship-
breaking.

17: Rootg
All r fing operations. Gutter and downspout work may
be performed' by -16 and 1(year old employees.

18. Excavation
Excavating, working in, or backfilling trenches exceeding

in rcantii Fveavatina for hiiitrtirta or workina in



Your Paycheck

Minimum Wage State minimum wage for minors is the same as that required for adults and will
automatically be raised when the adult rate is raised. The present rate is $3.10 and was
effective January 1, 1981. The federal minimum wage is $3.35.

Chertinte Your employer is required to pay you at one and one-half times your regular rate of pay
for any work that you do over 40 hours in one week.

Paydays

Deductions

aFinal
Paychecks

.

Oregon law requires employers to maintain regular paydays and to furnish) employees
with statements of the amounts and,purposes of any deductions Made from wages. The
statement is required with each paycheck. It may be a part of the check .or a separate
document.

Deductions from your wages may not be made to cover breakage or loss which you may
have caused. However, inaccuracies or excessive breakage will not'make for a good work
record and may even lead to discharge.

Deductions may not be made from minimum wage to cover the cost of uniforms or tools
or their maintenance. If yoil_ are earning more than minimum Wage, your employer may
require you to purchase a uniform as long as the purchase price is no more than the amount
that you have been paid above minimum wige for one-pay period.

If you are required to wear a uniform and you are being paid minimum wage, your
employer must reimburse you for cleaning yoUr uniform if dry cleaning is required.

When you quit your job, a I I of your wages will be paid on your last work day as long as
you have given your employer at least 48 hours notice, lfyou quit without notice to your
employer, your pay is due in 48: hours exclusive of weekends or holidays. If your employer
discharges you, all of the wages you have earned are due immediately.

Working Conditions
Rest Perioch

Meat Periods

Adequate Work

Wpight Lifting

Y81- are entitled to 15-minute paid restwrioas during every four-hour. work period or
major part of a four -hour period. Rest pen6es are to be taken sep'ifately from the meal period
and,. if possible, approximately in the middle of each work period.

Ybur meal petibd should.be at least half an hour in length and you need not be paid for
this timeas long as you are totally relieved of duty. Employers of 16- and 17-year-old
employees may require them to perform occasional duties while having this meal as long as
the nature of the work makes it difficult to completely relieve them: In the:latter case, the time
must be counted as Work time and paid: . \

An employer may not require a minor employee to report for work without furnishing
enough work for the'employee to earn at least half of his/her normal daily wage. If there is not
enough work and you are dismissed early, your employer is obligated to pay you for half of
your normal shift.

You cannot be reouired toift a4 weight which is too much for you as an individual.



Agricultural Employment
Who Can Work

Agricultural
Minimum Wage

Overtime in
Agriculture

Hours in
Agriculture

If you are 12 years old you may work on a farm covered by the federal minimum wage
law. You may work on a small farm under state regulation when you are nine.

If you have had tractor and farm machinery training (4-H or vocational agriculture) and
hold a work permit you may operate farm machinery.

If you do not have training you may operate farm machinery at 16 if you have a work
permit. You may operate farm machinery at anwage and without a work permit if you are
employed by your father, mother, grandmother, grandfather, brother, sister, uncle or aunt,
OR if you're living on a farm during the summer vacation and your parent or guardian has
made a written agreement covering the operation of machinery and filed a copy of the
agreement with the Wage and Hour Commission.

If you work on a farm you may not be subject to the minimum wage: Picking of crops
which are traditionally paid at piece-raies is not an occupation subject to minimum wage; but
minors must be paid the same piece-rates a: adult workers. You must be 12 to pick for large
farms.

If you work (other than picking) on a farm that has as many as six or seven employees
regularly, your employer must pay you federal minimum wage. If the farm has used at least
500 man=days of latkir in any calendar quarter of the preceding year, it is covered by federal
minimum wage requirements. (A'rnan=day is any day in which one employee works at least
one hour or more.) Smaller farms are not required to pay minimum wage:

There is no requirement to pay overtime to agrigiltural employees.

Minors working in agriculture'may work any hours,or at any time of day. Farms covered
by the federal minimum wage law may employ minors under 16 only at times when their
local school is not in session.

Youth Camps
Wages Youth camps are not subject to-minimum wage law.

Hours in There are no restrictions on the hours worked by minors employed by youth camps, and
Youth Camps there isaFio requirement to pay any additional pay for overtime worked.

I

n

Canneries
. , - - .

Minors employed in canneries may not work longer than 10-hoursjn any one day unless,
the employer has been issued an emergency overtime, .-...mit by the Wage & Hour Divisibn.

Government Agencies
Wages if you work for the state, county, or a city, you must be paid at least the state minimum

. < ,

wage. 0 i

Overtime i You must be paid 1' times your regular rate of pay for any hours over eight in one day or
forty in one week that you work. If the agency you work for does not have funds to pay for
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Most businesses in Oregon are regulated
by either state or federal minimum Wage
laws, Whether you are an employer; or
employe, knowing your rights and obliga-
tions under these laws ma sense.

This publication is designed to explain
simply the differences betvveen state aril
federal minimum wage laws and to help
you determine which protects ou.

Most workers to be Are minimum wage laws for everyone? Alrnost all workers must be paid a minimum wage as
paid at least minimum required. by federal or state laws. There are no sub - minimum rates for trainees or minois; :
wage although there are some special provisions for full-time students and student-learners: The

following workers are not subject to either a state, or federal minimum wage:

Outside Salespersons
Casual baby-sitters
Companions ofthe elderly
Minors working in and abbut the family home
Agricultural viiorkers on farms using less tha5flp'nan:days" of labor during all
,quarters of the preceding calendar year.
WOikem'engaged In the rangepio-cluttion of livestock . _ _ ,
Managers.; assistant managers; and maintenance wofkers employed and lodged in,
multi-Unit dwelling accommodations having an annual dollar 'volume Of 1,essf_than

Exceptions

$250,000.

Time records must_be State and federal laws similar. Many (*the requirements of the state and federal Minimum,
accurate wage laws are the-same or very similar. Under both laWs; It is permissible to paywages

the hour; as a salary; in commissions; or piece rate. Whichever method is used; employers, .-

must keep accurate time records and the eriiployee's total earnings must equal or exceed :,

Minimum wage for the hours Worked. State liw requires emplOyers to keep time and payroll ...
records for twoyears while employers covered by federal minimum wage law must keep
those records for three years.



Which minimum
wage, state or
federal?

Types of businesses SUbjeCt to fe
wage is $310 (effective Jan. 1;
The following chart stiows, in
subject to the federal law anc

FEDERAL WAGE=HOUR STATUTE
Any enterprise grossing more than $250,000 a year.

Or

Enterprises named in the statute:
Construction and reconstruction

Private hospitals,and nursing homes -

- Private pre-schools, elementary or high schools,
institutions of higher education

Laundries, drycleaners

Domestic service workers

Or
.

Individual employees engaged in interstate tbril-
merce;

or
Agricultural workers on farms using over 50171 "man-
days" of labor in any one calendar quarter of the
previous calendar year.

.Retall enterprises which grossed over $250,000 as of
June 30, 1978; over $275,000 until )pne 30, 1980; and
over $325,000 thereafter,

Student rate in retail -

and agriculture
Sub-minimum rates- for studen
subject to the federal minimun
certification to pay 85 percent 1
There is no similar provision

'Student learner Student learners in on -the job
requirements' minimum wage if all of the fc

- ~ = .- ' ., =..
. ,__ .

.27cl I tests '-rilost ,,be met ...,.,Stuaent leartter,s' work hdi
-viveek, -'7f -,

:

The employment Of a stud
of employment opportuni

The occupation for which I
a substantial learning peri

The training must not be

The student learner must

The training ofstudent lea'
or industry,

To recruit student learners; err
high schools or colleges.



Example 3

feral minimum wage; types subWct to state. The state minimum
1981); federal minimum wage is $3.35 (effective Jan: 1; 1981);
a general way; which kinds of businesses or employees are
I which are subject to the state law.

STATE MINIMUM WAGE LAW
*Retail sales, retail services, or enterprises not en-
gaged in interstate commerce, and grossing lbss
than $250;000;

or

Any indivi al employee who is not regulated by the
-.federal statute;

Or

Any non-profit organization engaged in religious or
charitable or community service WhiC1) does not
have a business purpose and is not engaged in inter -
state cOmmerce; (Examples: museums; mental
health counseling, half-way houses, etc.)

or
Employees of state; county, or municipal agencies
performing traditional governmental services..

' *Retail enterprises which grossed less than $250;000
ag ofiune 30,1978 and less than $275,C0) until June
3U, 1980 and less than $325,000 thereafter.

ts: Employers in retail or agricultural enterprises who are
wage may apply to the Federal Wage and Hour Division for

,f federal minimum wa &e to as many as six full-time students.
in state minimum wage law.

training situations may be paid 75 percent of state or federal
Mowing conditions are met;

irscombined with their. chool hours must not exceed 40 per

_

?.nt at a subminimurn rate is allowable billy-when art absence
ties result ffom the requirement to pay minimum wage;
:he training is being given must be skilled enough to require
od.

for repetitive operations requiring only manual dexterity;

not displace another worker:

Tiers will tend to serve occupational needs of the community

111.
'players should contact the work experience offices of local



Piece-rates
Commissions

;s1

Administrative, execu-
tive, and professional
exemptions

State Law

Federal Law

%.

10-hour maximum day

Calculating 'Overtime,

. Wage, &
Commission rules -

Child labor

Example 3
Workers who are paid piece-rates', must also be paid overtime.

When calculating overtime for workers paid piece-rates; divide the total earnings for the
week by the actual. worked to find the average hourly rate. The overtime that would
be due, then, is .1/2 x the hoUrly rate x the number of overtime hours worked.'
The payment of overtime is required by federal and Mate statute Rid cannot be waived by
agreements with employees. Compensatory time pff (comp time)it not a method of complying
with the statutes; ("Comp" time may be taken within the same work Week in which extra
hours were worked, thtis avoiding the working of overtime altogether.)

-

Exempt Employees. Some salaried employees are exempt from the payment of minimum
wage and overtime; In establishments regulated by state minimum-wage; administrators;
executives, and professionals are exempt as long as these tests are met:

1) the work is predominantly intellectual, managerial or creative,
2) tbe employee exercises discretion and independent judgment, and
13) the employee is paid at lest %50.00 per month-on a salary basis.

For these employees, the salary covers all hours workal in any week in which the ethployee
works the major part of the week.

Bona fide executive, administrative, and professional employees of establishments subject
to federal minimum wage law are exempt from minimum wage and overtime regulatiOns as
long as they are_performing the kinds of duties, necessary to qualify (see Title. 29, Part 541 of
the Code of Federal Regulations available from the federal Wage -Hour Division) and they
meet the Salary tests below. ; .

Executive/Administrative $155/week
Professional $170Meek

The employee must be performing executive, administrative, or professional duties for at
least 80 percent of the work week, In retail saleS or services, the employee, must be doing
"exempt" work for 60 percent of the time; The exempt employee must be paid a'fixed salary
for any week in which the employee works; regardless of the number of hours.'

An employee who does not meet the ;above tests for exemption may be deemed to be
.exerript, nevertheless, _if the salary paid is at least $250.00 per week and the employee's
jot/Maly duty is executive, administrative, or professional.

For detailed information on exemptions from Weral minimum wage and overtime require-
ments;write-Or call the U.S. Department of Labor, Wage and Hour Division, 1220 S.W.
Third, Room 540, Portland; Oregon 97204 (221-3057).

Special provisions for manufacturing and canneries. State law requires that workers in
canneries; driers, or Backers be paid 11/2 times their regular rate of pa for any work over ten
hours in one day. Another state law sets 10 hours as a maximum that employees may work in
one day in mills, factories, or manufacturing establishments, but allows forIn additional
three hours at Ph times the regular rate of pay if needed; Logging-camps; sawmills; planing
mills, and Olin& mills are excluded from this requirement.

Whenever, overtim;_is ,being calculated on a daily basis, it also must be calculated on a
weekly basfS.:---The' greatec:of the,..tVinzarriciurits---is the-one to be paid.

.

-WOtking-CciWditiona. The stale minimum vilase law glVes-the Wage and Hour 'Commission
authority to regulate working conditions for adults who are subject to the .law; Their ruleS
cannot be applied to adults working in establishments subject to federal minimum wage.

Some of the Wage'and Hour 'Commission -rules provide for rest periods, Meal Periods,
payment for reporting to work when work is not furnishW, weight lifting restrictions, and
adequate lighting and ventilation. Since there are no similar provisions in federal law, adult's
working in federally regulated establishments need not be provided with the same condi-
tions.

Oregon's Child. Labor Lawi give the Commission authority to regulate working conditions
for all minors working inall establishments in Oregon. Even federally regulated establish-
ments must provick rest peritich and meal periods for workers under 18 and &serve all of the



The table is a comparison of the most basic rovisions of f
general statements only and do .not inclu e all of the d

BASIC PROVISIONS OF STATE AN

Federal LAW
Minimum Wage:

$3.35 effective Ian. 1, 1981
, Cs*OVettir:

11/2 times the regularleate of pay for any time over
40 hours in a work week in most industries.
Hospitals; nursing homes may elect to pay ovel--
time for work over 8 hours per day and 80 hours
per two week period.

Exemptions From Minimum Wage and Overtime:
(Partial list.)

Executives; administrative, or professional em:
ployees who are salaried at at least $155/week; and
who perform bona fide rranagerial, administra-
tive; or wofessional work ast 80 percent of
the time (60 percent in etail establishments);
these employees regularl exercise independent
judgment and discretion. ome agricultural work-
e'rsCasual baby-sitting, companions for the elder-
ly. Outside salespersons.

CWdefctions:
May be made when legally required (e.g., 'taxes,

SAIFi Social Security, jgc.) May be made for meals or
lodging. May not be grnadeAom minimum wage for
uniforms; tools; or their mAntenanCe, or for break-
age or loss caused by the employee.
Hours Wch-ked:

Any, time that an employee is suffered or per-
mitted to work is compensable time.

Meal Periods:
Not required; if 30-minute periods provided, are
not paid as long as employee is totally relieved of
duty:If employee must perform any duties during
the meal period, all meal time must be paid.

Rest Periock:
Not required; if provided and less than 30 minutes
in length; must be provided without dklUCtion
fiCrn pay.

Adequate' k:
No requirement

Excessive Weights:
No requirement

Lawre. Al I ELAM nvcoc IM nprry-ipu .imri i iniNr. FRiffrALLY RFCCII



- EXample 3
leeal and state minimum wage and overtime laws. These are
ails of state:and federal law:'
FEDERAL MINIMUM WAGE LAWS

Oregon Law

Minimum Wage:
$3.10 effective Jan. 1, 1981

Overtime:
Same as federal law.

Exemptions From Minimum Wage and Overtime:
(Partial' list.)

Executive, 'administrative or professional em!
ployees who are salaried A at least $89)/mo. mid
whb perform bona_ fide administrative; execu:
tive, orprofessional work predominantly; these

. employees regularly exercise independent judg=
ment and discretion. Domestic service workers;
managers, assistant managers; and maintenance
workers employed and lodged in multi-unit
dwellings accommodations- aving an annual dol-
lar volume of less than $ ;000; Some agricul-
tural workers. Employees f youth camps or con-
ference grounds. Outside salespersons.

Cliictick:
Same as federal law.

Hours Worked:
Same as federal law.

Weal Rerkxls:
30-Minute periods or longer must be provided to
begin no later than 5_ hours and one minute after
employee reports for work. Time is unpaid as
long as employee is relieved of all duty. If ern=
ployee is required to perform any duties during
Meal period, all meal time must be paid;

Rest Periods:
Rest periodS of at least 10 minutes in length must
be provided during every 4hour work period or
major part therof; I rest period is to he taken
approximately in the middle of each work
period:, rest period must be provided without
deduction from pay; (Minors rest period: 15.min-
utes.)

Adequate Wo-rk:
When employee is required to report for woik,
adequate work musbe furnished to earn at Watt
1/2 ernpltiy'S regular shift. If work cannot be
furnished, employee must be paid wages for Y2
regular shift.

Excessive Weigkti:
NO employee shall be requirtfil.tolift excessive
weights:

ID EMPLOYERS, ARE SUBJECT To, THE STATE RULES PROVIDING FOR



Meals and Lodging..

Uniforms, tools

Tip credit prohibition

If an employer is furnishing meals or lodging to employees, the Value of the meals or
lodging may be deducted from minimum wage. If the employee does not want the meals,
p, deductions may be made.

When employees are purchasing goods or services from their employers, the employer may
deduct the amount the employee owes from the paycheck as long as the employee has .

voluntarily signed an authorization to deduct. Deductions may not be made for uniforms or
tools, or for breakage or loss; caused by the employee. Deposits for uniforms or tools may
not be required of Minimum wage employees, and, at termination, the final paycheck may
not be held pending return of a uniform or tool.

Uge of Tip Credit; Whife federallaw allows employers to use the tipiof tiped mployees to
calculate wages, state law prohibits using tips to calculate the amount of Orego 's minimum
wage, even in federally regulated employment: That means that employers of tipped
employees may use the difference between state and federal minimum wage as a credit
towards federal minimum wage in this way:

$3.10 25t (tip credit) 0.35
In the example, the employer is actually paying $3.10, but taking credit for tips received at
25t an hour to show a total gross of $3. .5.

0

Hours worked and What hours must be counted as *elk time? Federal and state minimum wage laws define the
record keeping term "employ" as "to suffer or permit to work." it is important to understand that, by this

definition, any time spent by an employee in the performance of any duties must be
recorded as time worked. It is not only the employee's agreed won work schedule that
must be_paid, but thosse extra periods of time spent in cleaning up the work station, doing
stock work;' balancing_ the till, or attending job-related meetings' and training_ sessloos.
Employers are responsible for maintaining accurate_ time records without neglecting those
extra periods of work, even when they are minimal:

11/2 times the regular OVertime. Any hours worked aver 40 in a work-Week _must .paid at Ph times the
rate to be paid after employee's rate of pay. Any employee excluded from minimum wage caverageXea4aded
40 hours worked also from overtime requirements. Follawing is a partial nit of employees whO..are-e,lt

from federal overtime regulations, but not from the ifiiniinum wage
Employees of the state, county
Salesmen, partsmen, and mechanics in automotive or farm machinery dealerships

Truck drivers or drivers' helpers who are subject to the Motor Carrier Act

Taxi drivers
Seamen
Agricultural workers
Motion picture theatre workers

Except emproyees-of public agencies, employees who are subject to state overtime regula-
tions are those who are subject to state minimum wage. .
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ENFORCEMENT: Employees subject to state minimum wage and overtime regulations may contact the State of Oregon,.
Bureau of Labor and Industries, at one of the addresses below:

Wage and Hour Division
3rd Floor State Office Bldg.,
1400 S.W. 5th Ave:,
Portland, OR 97201
(229-5750)

Red Oaks _Square, Suite A-244
1230 N.E. Third Street
Bend, OR 97701
(389-1505)

455 Elrod Street
Coos Bay, OR 97420
(269-1161)'

541'Willamette Street
Room 212
Eiigene, OR 97401
(686-/503)

Ile

140 North Grape Street
Medford,'OR 97501
(776-6013)

7003.E. Emigrant
Suite 320
Pendleton, OR 97801
(276-7884)
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Oregon Department of Edutation
Vocational Education Division
700 Pringle Pa 116WV, SE

Salem, Oregon 97310

Example' 4
School Code
County Code
Administratve District Code

ANNUAL SECONDARY VOCATIONAL PROGRAM APPROVAL REVIEW
(PLEASE TYPE)

1
Name of School District and No

Address
Street pr Route City County

/to
"Contact Person for Vocational Education

Date

Phone

Zip

.

Phone

PLEASE CHECK THE APPROPRIATE BOXES TO INDICATE WHICH VOCATIONAL PROGRAMS ARE PRESENTLY IN OPER-
ATION. SUBMIT THIS FORM FOR EACH SCHOOL IN THE DISTRICT THAT PROVIDES VOCATIONAL EDUCATION AND
THAT HAS CWE AND CHARTERED STUDENT ORGANIZATIONS.

SCHOOL
E C

UJire' .ate
-c .0 ET.
0_ et_ thC.) c5

0

_-_Title of Program

OI
E
`43cmg

on_

r
Title of Program

01 Agriculture 18 Forest Products

05 Accourring_ 16 Graphics

12 Child Care Services 03 Health Occupations

Ci6 Clerical 02 Marketing
09 Construction 08 Mechanical

19 Diversified Occupations Metals ,

10 Electrical Secretarial

04 Foodservice 17 Service Occupations

Special Vocational Programs: Other (list):

LT,

3

fl

Programs discontinued (not offered dining the current school year). Explain if program is dropped; offered on alternate years or

-other--reasOns fos_notoffering

CERTIFICATE OF ASSURANCE:
agree that the vocational progtam ;2quiremenls-for secondary vocational 0-du-cation programs, the rules and regulations for Public

Law 94.482, andthe requirementS contained in the OregOn State Plan for Vocational Education will be complied with in the
operation of vocational programs and services offered by the district or through contract between the distribt and other agencies,

institutions or individuals. I further acknowledge that I am aware of- fiScal requirements related to maintenance_ of_ effort_contained
in Sections 1.04.321 .throu9h 104.330 of the eulet and regulations applicable to Public Law 94-482 and that fiscal effort will be
maintained in iecordance with those regulations; In addition; federal vocational funds will not be used to supplant local and state

funds used, for vocational education programs or services. I also agree to fiiinith required fiscal and vocational program data as
requested by the Oregon Department of Ethicatidri.

z

(Signature of AuthoriZed School Official), (Date)

For Department Purposes

(Vocational Staff) (Date)



',non Department of Education
ocational Education Division
06 Pringle Parkway SE
alem, Oregon 97310

Example 5
For Department Use
County Code
District Code
School Code
Administrative District Code
CIPS Code

SECONDARY VOCATIONAL PROGRAM APPLICATION REQUEST
Attach Planned Course Statement(s)

(Please Type)

;heck One) (Check One) Title of Program
Cluster Program New (Check Length of Prograrri) 1 Year 3 Year
Special Program ____ Amended 2 Year 4 Year_____
Special Alternative Other

Program

ame of School District and Number

ame of High School

ddress of High School
Street or Route City County Zip Code

ame of Contact Person Phone

ate Request Submitted Date Program to Begin

Phone

it

y grade level list the vocational course titles which make up the vocational program, indicate hours of instruction per week and
'edits given for the course. Complete applicable boxes for length of program: 1,2, 3, 4 year, or other. If the vocationalprogram
a one-year program, or an alternative program, complete the 12th grade, below. If_the program is a two-year programs

)mplete both the 11th and 12th grades. If courses are applicable to both years of the program, list on both. If the program is an
ternative program of more than two years, complete applicable boxes, top of page 2.

Grade 9
Hours

Per
Number
Weeks
Offered

Credit
State
Use

Code

Grade 10
Hours
Pei

Week

Number
Week&
Offered

Credit
State
Use

Code

Grade 11
Hours
--Per
Week

Number
Weeks-
Offered

Credit
State

Code

Grade 12
Hours

Per
Week

Number
Weeks
Offerpd

Credit
State
Use
Cede

White ODE Program
_Pink SERVE
Green Salad -



Check the applicable boxes below and indicate the number of credits awarded for cooperative work experience, list other forms of
work experience and school-directkl projects.

_ Type Yes No Credits Paid Unpaid

kooperative_Viork Experience
_Supervised Farm Project
Farm Placement Project
Clinical Experience

Other School-Directed Project
(Specify)

Yes No Credits Paid Unpaid

OCCUPATIONAL ADVISORY COMMI TTEE REPRESENTATION
I do hereby certify that the occupational advisory committee for the program described in this request has been involved in the
development or modification of,the program.

Signature ofAdviscuyOdnienittbe Date
Chairperson or Authorized Representative

CERTIFICATE OF ASSURANCE
I agree that the vocational program requirements for secondary vocational education programs, the rules and regulations for Public
Law 94-482, and the requirements contained in the Oregon State Plan for Vocational Education will be complied with in the
operation of vocational programs and services offered bypthe district or through contract between the district and other age -icies,
institutions or individuals. I further acknowledge that I am aware of fiscal requirements related to maintenance of effort contained in
Sections 400.321 through 400.330 of the rules and regulations applicable to Public Law 94-482 and that fiscal effort Will be main-
tained in accordance with those regulations; In addition; federal vocational funds will-nbt be used to supplant local and state funds
used for vocational education programs or services. I also agree to furnish required fiscal and vocational program data as re-
quested by the Oregon Department of Education.

Signature of Authorized School Official Date

For Department Use

Recommendation

Approved ThiS vocational program has been entered in our records as approved. The program will be reviewed and
approved annually.

Disapproved This program has not been approved for the following reasons:

Vocational Staff Date

Vocational Staff Date

231 White ODE Progrern
Pink SERVE

Gieen/Schoidl



Oregon Department of Education
Instructional Services Division
Career and Vocational Education
Salem, Oregon 97310

Example 6

Please submit curriculum prior to the
date that the new curriculum is to be
offered at your community &dire.
Revised curriculum to be submitted
annually, by Jupe 15.

APPLICATION FOR APPROVAL OF AN OCCUPATIONAL CURRICULUM

Community College

.
Curriculum Title

Option Title (If applicable)

Date of Implementation

Date of Termination

HEGIS _ _ _

OE No.

Credit

Hours

Lab Houri

INSTRUCTIONAL AREA

Agriculture

Business Education

Distribution & Marketing

U Office Education

Health Occupations

Home Economics

LJ Tee& & Industry

Other. (Specify)

TYPE OF PROGRAM

Occupational Preparatory

New

Occupational Stipplementary

Revised

Admission Requirements (grade level, prerequisites, test scores, etc.-)

CURRICULUM LENGTH (Terms or Weeks)

RECOGNITION CONFERRED UPON COMPLETION Associate Degree

Certificate (Specify type)

Other (Specify)

n in [shank
Oregon Department of Educatiop
r



In accordance with instructions for revising approved occupational curriiulums, the following changes are noted. (Attach course descriptions if content

changes are proposed.):

course no.

CURRENT
clock

Course Title hcurs credit _course no.

PROPOSED

Course Title
clock
hours credit

T

9r

College Authorized S.:nature
Oita

College Contact Person
Telephone

0

DEPARTMENT OF EDUCATION ACTION

ODE Staff
Date

Appr d

Oitapprovid 233 Oregon Department of Education

Form 581.4644 (2/82) pigs 2 247



Example 7

EXAMPLE COVER LETTER TO- PROGRAM COMPLETERS

Dear Former Trainee:
, -

The Community4College needs yOur help! We are trying to improve our -
technica l training'programs so that our trainees will have easier
entry into jobs. In order to make improvements, we need-to know how
well our program prepared you for the work you are now doing. Which
parts of your training havesbeen most valuable on the job? What did
-we fail, to prepare you for that should have been part of your train-
ing? You, as a former student are in a good position to give us that
kind of assistance. . 3

If you will take a few minutes and respond to the survey questions,
our staff will analyze your ideas along with those of many other
trainees and employers. Based on these findings, we will make the
changes needed: to improve:

In responding to this type of survey,you can help us to help other
trainees in our training programs..

We appreciate your coOperation with this survey and hope that you
will continue to assist in the further development of our vocational
training programs.

Sincerely,

Instructor/Coordinatdr
Cooperative Work Experience

23

248
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O

sseappv
(ewpN s,aoq.euipa000)

Dear Former Trainee;
4

Our Work Experience Program needs your help in evaluating the
effectiveness of our training: We need to know if your train-
ing was helpful to you on the job.

If you will please fill out the_answers to questions_ on the
other half of this card, we Will be thankful. Just tear the
card along the dotted line and mail. Thanks for helping us

to help others.

Work Experience Coordinator

235
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210 1`.4 03
FOLLOW-UP SURVEY

fa Fr
a

C
, n

cri et 1. Is your current job related to your field of training?o
1. Yes, it is directly or closely related.
2. No, Very little relationship to training.
COYER NAME:

(r)

.

EMPLOYER ADDRESS:

. HOW W611 did your training prepare you for your present job?
1. Very well'prepared.'

----2. Adequately prepared:

----3. Poorly prepared.

3. How necessary was your training in getting your present job?
-1. Required.

2. very helpful.,

----3. Of some help. -

4. No help at all._

. How did you find out_abOut,your first job upon leaving school?
1. Through -my adVfsb.n.--v, I'

..Plitement.tervicp:atiligh S601; n
----3. Through an instruttiii

Newipaper:

5. Friend.

provide by your high school?
.

6. Other. (Specify)

5. How do you rate the follOwing services

SERVICE Very

Good
Adequate Poor

Vocational/Skills Training 3 2.. 1

Career Guidance 3 2 1

Student Activities 3 2 1

Job-Placement 3 2 1

6. What were the :Itrong features of your. training in high school?
(Be specific)

7; What were -the we=ak features of youi training in high school?
(Be specific)

236
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Example 9

FOLLOW-UP SURVEY
p.

Is your current job related to your field of training?
1. Yes, it is directlY or closely related.
2. No, very little relationship to training.

EMPLOYER NAME:
EMPLOYER ADDRESS:

2. How well did-your training iirepare you for your present job?
1. Very well prepared.

'2. Adequately prepared.
3. Poorly prepared.

3. How necessary was your training in getting your present job?
1. Required.
2. Very helpful.
3. Of some help.
4% No help at all.

How did you find out About your first job upon leaving high school?

1. Through my advisor.
2. Placement service at high school.
3. Through an instructor.
4. Newspaper.
5. Friend.
6. Other. (Specify)

How do you rate the-following services provided by your high 'school?

PLEASE_CIRCIE

SERVICE moodN600d
Poor

Vocational/Skills Training 3 . .2 1-

Career Guidance 3 .2 1

Student Activities 3 2 1

Job Placement 3 2 1

:What were the strong features of your training in high school?

(Be specific)

What were the weak features of your training in high school?

(Be specific)



41

EXAMPLE COVER LETTER TO EMPLOYERS '.1

Dear Employer:

Our Community College is conducting a follow-up survey with former
trainees to see if we can identify ways to improve-the cooperative
work experience program.

We also'need inforMation from employers that hire our trainees.
Theemployers can give us'many ideas on the adequacy of job train=
ing that may not be observed by the worker.

Both trainee and employer follow-up information will be analyzed
to identify the strengths and weaknesses of our training programs.
Based on what our former trainees and employers tell us, we will
make program revisions needed to improve our work preparation
training.

We appreciate your effort in responding to this survey and welcome
suggestions and comments that will help us to better prepare our
young people.

Thank you very much for your cooperation.

Sincerely;

Zane Gray
Instructor/Coordinator
Cooperative Work Experience

238
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Name of Employer

, vtample ii

EMPLOYER FOLLOW -UP

Address of Employer'

GENERAL. QUESTIONS

Please rate the following skilis4rf our graduates that are working for you
at the present time. Circle most appropriate answer.

A

,

Skills
Has All
Needed
Skills

IHas

Some
Skills.

Has None
of Skills
Needed

1. Mathematics .skills 3 2

2. Technical skills of the job 3
.

3. Communication skills of the job 3 2 1

Safety procedures 3 1

; -

. Work quantity(output) 3 2

. Work quality 3 2 1

Work attitude 3 2 1

8. PiTparation and training for job -3 2 1

,COMMENTS:



Example 11

SPECIFIC QUESTIONS

The following questions are specifically related to the technical training'
of employees received at our school. Please circle the appropriate answer.

,

Question ' Yes
Some of

the Tiling_
No

9. Did the employee have needed technical
skills for entry level into ybur firm?

10. Does employee use his knowledge of
shop safety and tool handling?'

11./ Does employee practice care and
.41 maintenance of equipment?

. Did the.employment of these persons
depend upon them having had training
at our school? .

13. Can the employee read blueprints .and use
measuring tools for completing work?

,

14. ,Can the employee work on his own without
supervision?

..

3

3

3

3

3

-

2

.

2

s

2

2

.

1

.

1

1 . What would_you identify as the strong points in this employee's
.tectinical training?-

.

.
.

.
.

. -

16. What would you identify as weak points in this

.

employee's

4

technical training?

. .

254
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Example 11

17. Since thi survey is to help improve vocational training
progr , we welcome ideas and comments on how this-cen
best be accomplished.

THANK YOU FOR YOUR ASSISTANCE_WITH THIS_SURVEY, WOUL6
YOU LIKE TO SEE THE RESULTS OF THE SURVEY WHEN IT IS
COMPLETED?

O

'JOS' NO

241



I I

S-Chool District
_ Addiess
City, Oregon ZIP

(503) Phone

INDIVIDUALIZED EDUCATION PROGRAM
I

Full Legal Name

Date Special Education Eligibility
(Re) Established

Date of IEP Meeting

Projected Date of IEP Annual Review

Exampl e 12

PARTICIPANTS IN IEP MEETING

Child's Teacher/Title

District Representative/Title

Child, Where Appropriate

Other/Title

Parent(s) Other /Titles

SPECIAL EDUCATION SERVICES TO BE PROVIDED ift

Services

_Specially designed reading

Least Projected Anticipated
Restive Dates of Duration
Environment Initiation of Servibes

\

O Specially designed math

Specially designed spelling

O Special designed
language arts

Specially designed P.E.

Speech.PathologY

0. Specially Designed
Vocational Education

0 Other,

O Other,

EXTENT OF PARTICIPATION IN REGULAR PROGRAMS
(including non-academic settings)

. .

ATTENDS ATTENDANCE AREA SCHOOL NOYES
(If no, explain)

RELATED SERVICES TO SE PROVIDED

Seriicei .projected Anticipated
Dates of Duralon
Initiation of Services

Transportation

SpeeCh Pathology
.

Audiology

Psychological
Services

Physical Therapy

O Occupational
' Therapy

Special Equipment

Reader Services

Volunteer Services

Recreation
4

-
Counseling Services

Other, ".

Other,
s.

PHYSICAL EDUCATION

Regular P.E. YES -- NO

Specially Designed P.$. YES NO

P.E. Requirement COMPlated YES

a

1.



4

Name

Exampl e- 12

Page of

PRESENT LEVEL OF EDUCATIONAL PERFORMANCE IN (area)

ANNUAL GOAL.

SHORT TERM OBJECTIVE(S) CRITERIA EVALUATION PROCEDURE(S) SCHEDULE(S-)

,

,

.

. .

.

..

.

.

.

PRESENT LEVEL OF EDUCATIONAL PERFORMANCE IN (area)

ANNUAI(IlkOAL

SHORT TERM-OBJECTIVE(S) CRITERIA EVALUATION PROCEDURE(S) SCHEDITLE(S)

.

*

_

,

PRESENT LEVEL OF EDUCATIONAL PERFORMANCE IN (area)

ANNUAL GOAL.

SHORT-TERM OBJECTIVE(S) CRITERIA EVAL - * 1 - - - E(S)

,
_ .

,

. . ,i.

. .

.

257 2



Example 12

NdTIFICATION 1'0 PARENTS OF
INDIVIDUALIZE EDUCATION PROGRAM MEETING

SAMPLE FORM
EXPLANATION OF ITEMS

-

se attending the meet-
! will include_ This
temeint is included as a
yrof ineetin_g_the re._
irement to notify the
rent writing as to
o will be in attendance.

;

e meeting will be held-
(date)

me) at (loca-
n) This statement
included as a way of
&toting the requirement
notify parents in writ.
0 of-the time and loca
in of the meeting.

,-1

SAMPLE FORM

shoo: Dicric

Address

City Oregon ZIP

15031Pndror,

NOTIFICATION TO PARENTS
OF INDIVIDUALIZED EDUCATION PRO M MEETING

Deer

We have been co. ndOcting an education on C review of Your child
in order to batter

. (hill LIM ma)
plan for his /her educational needs ha.e completed the Meting 0 ',VII..
and would like to meet with you to explain *Ur findings and to develop an
indindual ducafinn program IIEPt lot yo.at child We would like you to kw part

of this .planning
hallo attending the mooning will include

Th. mooting will bit bald on Wale) at fame)

at (location) ' U you a,. unab4

to attend tail meeting. please contact me **soon as poenbfe so that we can

ending mutually convankant tim and place

Sincerely.

Name/Title

Data

1
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.. to explain our bndings
and 16 diuirl4 an individ-
ualised education pro,
gram (1EP) . . . This
statement is included as a
way of meeting the
requirement to notify par-
ents in writing of the pur.
pose of the meeting.

You die unable to attend
the meriting, please con=
tact me . . . so that we can
arrange a mutually conve-
nient bins and place_ This
statement is incliided as a
way of meeting the
requirement to echedulet
the meeting at an agreed

,upon time and plate.

is



HANDBOOK FOR WORK EXPERIENCE COORDINATORS

IN OREGON

(OUR VIEWS ARE IMPORTANT! Afterl you read and examine this publication, please forward your comments to the
, ublications staff of the Oregon Department of Education. If you would rather talk by telephone, call Us at 378-8274.
)r; for your convenrence; this response form is provided;

'LEASE RESPOND so that your views can be considered as we plan future publications. Simply cut out the ;form, fold
and mail it back to us. We want to hear from you!

)id you read-this publication. Did you find the content to be stated clearly and
accurately?

_ Completely
More than half Always yes

Less than half In general, yes

'Just skimmed In general, no
Always no

goes this publication fulfill its purpose as stated in the Other
neface or introduction?

Completely
Partly Very easy to use
Not at ali Fairly easy

Fairly difficult
)id you find this publication useful in your work? Very difficult

Other
Often
Sometimes Did you find this publication tOble.free of discrimination
Sr'dom or biased content towards racial-, ethnic, cultural-, handi-
Never capped, and religious groups, or in terms of sex stereotyping?

Were the contents presented in a convenient format?

Mich section is most valuP'ule7

That type of work do you do?

Yes, without reservations
Yes, with reservations
No
Other

Classroom teacher ,

Consultant to classroom teachers What is your impression of the overall appearari'Oe of the
_ School administrator publication (graphic art; style; type; etc:17_ Other

Excellent
lould you recommend this publication to a colleague? Good

Fair
Yes; without reservations Poor
Yes; with reservations

_ No
_ Other

'hen this publication is revised, what changes would,you like to see made?

dditional comments. (Attach a sheet if you wish.)

arm 5E11.2218 245



Thanks!

Fold here and 'eel
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Fold here and seal
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